Public Libraries Survey
(PLS) FY2015

Survey Updates and Improvements

Danielle Battle — Assistant Survey Manager

Patrick Stark — Researcher
Survey and Data Sciences, American Institutes for Research
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American Institutes for Research

Established in 1946, with headquarters in Washington, D.C.,
American Institutes for Research (AIR) is an independent,
nonpartisan, not-for-profit organization that conducts behavioral
and social science research and delivers technical assistance
both domestically and internationally.

As one of the largest behavioral and social science research
organizations in the world, AIR is committed to empowering

communities and institutions with innovative solutions to the
most critical challenges in education, health, workforce, and
International development.

®
ﬂﬂi AIR
AMERICAN INSTITUTES FOR RESEARCH



Outline

I. Introduction of AIR and LYRASIS

II. Data Element Revisions

Ill. Data Collection Similarities & Updates

I\/. Post-collection Data Processing

V. Reminders

VI. Timeline & Help Desk

VIl. Data Collection Tool Demonstration (instructions)
VIII.Questions
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Take-away

= After this session, you will:

 Know the data collectors and trainers

- Be able to identify differences from the previous
administration

* Feel comfortable with the new data collection format and
layout

» Understand the help desk procedures
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Introductions




AIR Introduction

1. What we do

- Data collectors
- Help desk management
- Post-data processing

2. How you will work with us
- Data collection email updates
» Help desk

- Email: PLS@air.orqg’
- Phone: 1-866-744-5746

- Data editing
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AIR Staff Introduction

3. Who we are:

Lead Staff:

» Lynn Bauer — Primary Survey Manager

» Danielle Battle — Assistant Survey Manager
» Patrick Stark — Researcher

To Contact us go through the Help Desk:
» PLS@air.org
» 1-866-744-5746
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LYRASIS Introduction

1. Partnering with AIR for:
 Trainings
* Support
2. How you will work with us
« Will provide trainings throughout the data collection

3. Who we are
* Russell Palmer — Membership Program Manger
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Data Collection Process




Cover Letter and User
Guide

Email Invitation

MAIL

/
un R

Lock Data

Lock Data Confirmation
Reports ~
Are you sure you want to lock your Data?
Ifat a lter time, you need fo make any revsions, please email at PLS@arr org Run Match Repoﬂ
or contact by telephone at - 746 and we wil unlock your data
submission
Run Edit Report
YES, LOCK DATA
No, Retum to Survey Run Tables

EIAIR
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Login using username
(email) and password

Login

Enter Username

Enter Password

SUBMIT Forgot Password )

Input Data

SURVEY STATUS
STEP

Enter State Charactersics Data

Enter or Import Administrative Eniifies Data
Enter or Import Qutlefs Data

Run Mach Report

Run Edit Report

Import Annotations

Lock Survey

STATUS
Compleie
Ready
Ready

Ready




Data Collection Process

= The data collection web portal looks very similar to the
FY2014 survey.

= We have only made changes to improve user experience.
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Data Element Changes
for FY 2015




Data Element Revisions

= Data Element Definition

+ The following definitions have been modified:
- 451 Electronic Books (E-Books)
- 453 Audio — Downloadable Units
- 455 Video — Downloadable Units

- 552 Circulation of Electronic Materials — The total annual circulation of all
electronic materials

- Electronic collections (456-458) (Formerly Licensed Databases)
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Data Collection
Similarities & Updates




Similarities
= Login
= [nterface

« Same look and feel

= Functionality

- Same step-by-step process
* Input files

- Match reports
- Edit reports
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Updates

= Name of the tool
WEER Now
WebPLUS PLS Web Portal

= |Interface
« User friendly

= Functionality
« State Librarian Certification
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SDC Input

= Meetings with SDCs — November 2015

« Met with SDCs from AZ, FL, LA, SC, WI
- Discussed screen shots and functionality

* Implemented recommendations
- Helpful relevant documents on each page

Total line automatically calculated
Help Desk information on every screen

Changed “View/Key/Update” terminology to “Input”
Flip the import screen first see what has imported then import files on the bottom
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Login

= Process Is similar to FY2014
= Step-by-step process for FY2015

1. Receive survey invitation email from AIR (email PLS@air.org) with link to
setup password.

2. Go to URL provided in the email
3. Login with the information you received

- Username = Emaill

- Password = You set from the survey invitation email

= Forgot your password?
1. Click on “Forgot Password” on login screen
2. AIR will automatically send you an email with a link to reset your password
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INSTITUTE of
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Museum,.dlerary PLS Data Collection User Login

RVICES

==t \Aarning =

“"ou have accesz=zed a United Statez government computer. Usze of thiz computer without authorization or for purpo=es for which
authorization has not been extended is a violation of federal law and can be punizhed with fines or imprisonment (Public Law 99-474).
‘fiolators are subject to having their processes terminated. System usage by an individual accessing the =ite may be monitored, recorded,
and subject to audit. Use of this system indicates consent to monitoring and recoerding.

WebPLUS Access

User Id: |
Password: |

Login Exit

Browsers Supported and Recommended Screen Resolution

The PLS Web-based Data Collection System supports Internet Explorer 5.0 and above and Mozilla. For optimal
viewing, screen resolution should be set to 800 by 600 or higher.

Section 508 Compliance

The PLS Web-based Data Collection System interface complies with Section 508 of the Rehabilitation Act of 1973, as
amended, 29 U.5.C. 794d. The current amendment went into effect June 21, 2001 and requires that federal agencies
make their electronic and information technology accessible to people with disabilities. The PLS Web-based Data
Collection System was designed to fully integrate with any additional adaptive equipment or software that may be
required. If you need assistance, contact the help desk toll-free at 1-800-451-6235.

Public Library Survey
Fiscal Year 2011

QB No. 3H37-0074
Expires 1231/2MM3
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e Museumandlerary Public Libraries Survey  oms no. 3137-0074
e SERVICES Web Portal Expires 12/31/2016
DR Fiscal Year 2015

Login

Welcome To The Public Libraries Survey

The Public Libraries Survey (PLS) provides statistics on the status of public libraries in the
United States. These statistics include library visits, circulation, size of collections, public
services hours, staffing, electronic resources, operating revenue and expenditures and
number of service outlets. The Web-based Public Libraries Survey Web Portal (PLS Web
Portal) is used to collect this data.

These data collected are useful to researchers, journalists, the public, and policymakers at
the federal, state, and local levels. These data are used by federal, state and local officials,
professional associations, and local practitioners for planning, evaluation, and policy
making.

MEET THE INSTITUTE OF MUSEUM AND LIBRARY SERVICES
The Institute of Museum and Library Services (IMLS) is the primary source of federal

support for the nation’s libraries and museums. Their mission is to inspire libraries and
museums to advance innovation, lifelong learning, and cultural and civic engagement.

INSTITUTE of . He!p Desk
Museummd!;_EIvarcaEEy Email: PLS@air.org

Call: 1-866-744-5746

9:00 am to 5:00 pm EST

Enter Username

Enter Password

SUBMIT

INSTITUTIONAL BURDEN STATEMENT

Forgot Password

»
>
#




Interface

= Home Page
= Survey Status

= Tools
« User Options

* Input Data
 Structure Changes
* Import Data
 File Export

« Lock Data
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Home Page

= This Is a hew page

* |Includes:
* Survey status
 Helpful Documents (Web Instructions, User’s Guide)
- Latest Correspondence (updated throughout collection)
* File Import link

- Help Desk Information (located on all pages)
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Museum...Libra

EIAIR

AMERICAN INSTITUTES FOR RESEARCH

Survey Information

State Characteristics

Administrative Entities

Public Libraries Survey ome Mo 2137-0074
Web Portal Expires 123172018

Fiscal Year 2015

Survey Status Tools - Reporis - Help - External Links -

Welcome fo the Public Libraries Survey

PLS SURVEY STATUS AND NEXT PROCESSING STEP

NEXT STEP

Input Data

File Import

l\n’Iuseurr'rl...:.Li!::lraryr

When you press the Import a Mew File button, you will be taken to the page to select and
import your files.

Import A New File

Help Desk

Email: PLS@air.org

Call: 1-866-744-5746

9:00 am to 5:00 pm EST (Mon-Fri)

Updates

HELFFUL DOCUMENTS

Web Instructions
Step-by-step instructions on reporting data for the PLS.

User's Guide
Guide For Reporting Data For The Public Libraries Survey, FY
2015 Using The PLS Web Portal

Match and Edit Report Terminology
Quick reference guide to understanding the match and edits
reports.

LATEST CORRESPONDEMNCE

Survey Clossout Dates:
Group 1: May 13, 2016
Group 2: July 29, 2016
Group 3: August 19, 2016




Survey Status

Same Information Modified Layout
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INSTITUTE of .
Museum..Library
SERVICES

Survey Status Tools

The table below shows the status of all PLS files and the next processing sf

Public Library Survey
Fiscal Year 2011

PLS Survey Status - Dewey CIME e, 337-0070

Reports

Expires 120312012

Help External Links Logout

IMLS Public Libraries
Public Library Statistics Cooperative (PLSC) Wiki —

State Characteristics Has Data
Administrative Entities Has Data
Outlets Has Data
Al PLS Files Have All Data Types Run hatch Report
File Status Descriptions
No Data Mo data has been loaded for the file.

Has Data

No Annotations

Has Annotations

Have All Data Types

Matched - Discrepancies Found

Matched - No Problems

Edited - Critical Edit Warnings Found

Edited - NonCritical Edit Warnings Found
Edited - No Edit Warnings Found

Submission Locked - Edit Warnings Annotated
Submission Locked - No Edit Warnings Found

Data has been loaded for the file.

Moncritical editwarnings have not heen annotated as reguired.

Moncritical editwarnings have heen annotated.

State Characteristic, Administrative Entity and Outlet Data has been loaded.

Match Program has identified discrepancies which must he resolved.

Match Program has identified no problems.

Edit Frogram has identified critical edit warnings which must be resolved.

Edit Program has identified noncritical editwarnings which must be reviewed annotated.
Edit Frogram has identified no edit warnings.

Diata for all PLS files has heen locked and noncritical edit warnings reviewed and annotated.
Data for all PLS files has been [ocked.

IAIR
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& LoGouT

*otst® _ INSTITUTEof
- MUEEllmandleral'y Public Libraries Survey ome no. 3137-0074
T SERVICES Web Portal Expires 12/31/2016
S Fiscal Year 2015
Survey Stafus page Home Survey Status Tools - Repors - Help - External Links -

Survey Status

PL5 Survey Status and Next Processing Step

Survey Stafus Descripfion

DATA FILE STATUS NEXT STEP Mo Data Mo Data has been loaded for the file.
Has Dat Data has b lzaded for the file.
State Characteristics Mo Data Input Data s Hata ata fas been foa orihe e
) Mencritical edit warnings have not been
Administrative Entities Mo Data Mo Annctations . 0
annotated as required.
Cutlets Has Data

Has Annotations Moncritical edit warnings have been annctated.

State Characteristic, Administrative Entity and

Have All Data Types Outlet Data has been loaded.

Matched - Match Program has identified discrepancies
Discrepancies Found which must be resohed.

Matched - Mo . .

Problems Match Program has identified no problems.
Edited - Critical Edit Edit Program has identified critical edit warnings
¥Warnings Found which must be reviewed.

Edited - MoenCritical Edit Program has identified noncritical edit

Edit Warnings Found warnings which must be reviewed annoctated.

Edited - Mo Edit

\Warnings Found Edit Program has identified no edit warnings.

Submission Locked - Data for all PLS files has been locked and
Edit Warnings noncritical edit warnings reviewed and
Annoctated annotated.

® Submission Locked -
Mo Edit Warnings [Drata for all PLS files has been locked.
Found
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INSTITUTE of .
M‘I...I.."ieI.,.II"I"Ian.uI.Ibl'al")‘r Public Libraries Survey omME Mo 2737-0074
SERVICES Web Portal Expires 12°31/2016
Fiscal Year 2015

Survey Stafus page Survey Status Tools - Repors - Help - External Links -

User Opfions

Survey Status Input Data: State Char

Input Data: AE Description
E been loaded for the file.

PLS Survey Sfatus and Next Processing Siep

DATA FILE STATUS NEXT STEP
Input Data: Ouilet

en loaded for the file.

State Characteristics Mo Data Input Data

" bdit w i h t b
Administrative Entities Mo Data SR TR ST R S ; r;ﬁﬂ'ﬂgs Fve not besn
Cutlets Has Data ey T TR e ED T [0 V= S it warnings have been annctated.

cteristic, Administrative Entity and
Import Data has been loaded.

am has identified discrepancies

S be resohved.

Lock Data am has identified no problems.

AIR
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Same options (except 1) Removed recalculate totals when detalil
changes

Same order of options Default automatically saves data

Process to apply changes Default set to sort order by FSCSID

Close window is an “x” on the top of
screen.
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Public Library

. %2 survey
e T Yo INSTITUTE of - . Fiscal Year 2014
---=i2 Museumu..sLibra User Options - Dewey
. aTea SERVICES ONIE No. 37370074
e Expires 12/31/2076

Sort Order for Administrative Entities in View/Key/Update

) FSCSID O uBID @) NAME ) CcITY

Sort Order for Outlets in View/Key/Update

) FSCSID ) uBID ® NAME O CITY

Sort Order for Edit Report by Edit Mlumber

(@ EDIT by FSCSID ) EDIT by Annotation Status by FSCSID

Auto Save Data in View/KeylUpdate?

) Yes - MNo

Recalculate Totals when Detail changes?

2 Yes ® No

Apply Changes Reset Clos e Window

EIAIR
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User Opfions

Sort order for Administrative Entities in Input Data

@ FSCSID QUBID (O NAME (O CITY

Sort order for Outlets in Input Data

@ FscsiD QueiD Q) NAME () CITY

Sort order for Edit Report by Edit Number

(8 EDIT by FS5CSID () EDIT by Annotation Status by F5CSID

Auto Save data in Input Data

Reset APPLY CHANGES

il AIR -
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Same data elements Changed name from View/Key/Update to
Input Data

Same process to input and save Layout slightly modified (Save, Reset,
data Print Page)

Link to helpful document (Data Element
Definitions — Only State Char)
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Public Library Survey

” Museumml,nbrary View/Key/Update - State Characterisfics - Dewey g

e SERVICES By pires 12342016

Survey Status User Options Data Element Definitions Logout
State Characteristics
ltem# ftem Current Year Prior Year
100 Reporting Period Start Date (MMYYYY) 0712013 0772012
101 Reporting Period End Date (MMNYYYY) 06i2014 0672013
102 State Total Population Estimate 544,270 544,270
103 Total Unduplicated Population of Legal Service Areas 544270 544,270
Reset PrintPage
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“espd o AINSTITUTEof .

e Museumlebrary Public Libraries Survey  omMg Mo 3137-0074
et SERVICES Weh Partal Expires 12/39/2016

Fiscal Year 2015

Input Data: State Char page Home Survey Status Tools - Reporis - Help - Exiernal Links -

SUB MENU | DATA ELEMENT DEFINITIONS: STATE CHAR

Sfafe Charactenstics

CURRENT YEAR

100

1M

102

103

Reporting Pericd Start Date (MM YY)

Reporting Pericd End Date {MMY YY)

State Total Population Estimate

Total Unduplicated Population of Legal Service Areas

072013

06/2014

44 270

44 270

072012

06/2013

44 379

44 379

= PRINT PAGE
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Same data elements Changed name from View/Key/Update
to Input Data

Same process to input and save data  Layout slightly modified (Save, Reset,
Print Page)

Link to helpful document (Data
Element Definitions — Only AE)

Modified navigation
Structure Change Link
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INSTITUTE of

Public Library Survey

. Museum...Library View/Key/Update AE -Dewey
SERVICES
Survey Status User Options Data Element Definitions Logout
Administrative Entity
Name ] ALBANY COUNTY PUBLIC LIBRARY V]
| det> || tasty |
Population/ Outlets / Staff
Previous Page || _NextPage ltem# |item Current Year Prior Year

Name | Addresses 208 Population of the Legal Service Area 33,979 33,979
Other Identification Service Outlets
Population [ Outlets | Staff 209 Num ber of Centrals 1
Operating Revenue
Operating Revenue 210 Num ber of Branches :‘ 2
Operating Expenditures
Cinia 211 Num ber of Bookm obiles ) 0
Library Collections Paid Staff (Full-Time Equivalent)
Service Measures 250 ALA-MLS Librarians 3.00
Programs [ Other Blectronic 251 Total Librarians 392
Associated Outlet(s)

252 All Other Paid Staff 13.57

263 Total Paid Employees 17.49

Reset

Print Page

EIAIR
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. '-.'E
2% INSTITUTEOf
b Museuma..dlerary Public Libraries Survey
s ] SERVICES Web Portal
Sl Fiscal Year 2015

Input Data: AE page

SUB MENU | USER OFTIONS

Survey Status

| STRUCTURE CHANGES: AE |

OMB Mo, 3137-0074
Expires 12/31/2018

Tools - Reporis -

DATA ELEMENT DEFINITIONS: AE

Help -

External Links -

Administrative Entity

NAME

Section Navigation

Name/Address ¥

Other ldentification >

Operating Revenue )
Operating Expenditures )
Capital }
Library Collections >
Service Measures ¥

Programs/Cther Electronic 3

Associated Outlet(s) >

FPopulation / Qutlets / Staff

CURRENT YEAR

208 Population of the Legal Service Area | 33,979 | 33,979
Senvice Outlets

209 Number of Centrals | 1 | 1

210 MNumber of Branches | 2 | 2

211 Number of Bockmobiles | 0 | 0

Paid Staff {Full-Time Equivalent)

250 ALA-MLS Librarians | 3.00 | 3.00

251 Tool Librarians | 3.92 | 3.92

252 All Other Paid Staff | 13.57

233 Total Paid Emplovees 17.49

= PRINT PAGE

Reset




Same data elements Changed name from View/Key/Update
to Input Data

Same process to input and save data  Layout slightly modified (Save, Reset,
Print Page)

Link to helpful document (Data
Element Definitions — Only Outlet)

Modified navigation to view outlets
Structure Change Link

AMERICAN INSTITUTES FOR RESEARCH



FublcLitrary Servey
WSTITUTE S : Fiscal Yoar 201¢
Museum.,ubrary View/Key/Update AE - Dewey P ——
SERWICES Spies NITXN
Survey Status User Options Data Element Definitions Logout
Administrative Entity Associated Outlets
Mame ALBANY COUNTY PUSLIC LIBRARY v Name | ALBANY COUNTY PUELIC LERARY [CE] v
hext> | Lasi ¥ |
ociated O
| Previows Fage | Jtem# |item Current Year Prior Year
Name | Address 790 |FSCSID DYD01-008 DY0024 4908
Other identification 7003 |Struchre Status ] 0o
Population | Qutiets | Staff 71 hsp At A
Operating Revenue
702 [Mame ALBANY COUNTY PUBLIC LIBRARY ALBANY COUNTY PUBLIC LIERARY
Operating Expenditures
Capital T0Za Mame Staus DD |No Caange) v 00
Library Coflections 703 |StreetAddress im WASHNGTON ST 261 WASHNGTON ST
Servios Measures 7033  |Address States D5 [No Change) v ]
Programs / Other Elecironic
Asscciated Outlets) 74 Gy LARAMIE LARAMIE
ociated Outlet(s)
705 |2P Code 83414 B3414
707 |County ALBANY ALBANY
708 |Phone 315559781 3015655781
T02 Qutiet Type Code CE v| >3
™ Square Fostage of Qutles 54 27524
T12 Num ber of Bockmobiles ¢ 0
713 Public Service Hours Per Year 1184 2184
4 Num ber of Weeks 3 Lirary is Open 52 52
[ Reset PrintPage
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' Museum..<Libra
SERVICES

Public Libraries Survey o8E o 3137-0074
Enpy 2 L]

| Wb Portal

Fiscal Year 2015

AMERICAN INSTITUTES FOR RESEARCH

Inpuf Data: AE page Home: Burvey Status Tiosnils - Reports. - Help - Extermnal Links ~
SLB MEMLI | WEERCFTIONE | STRUCTURE CHAMGE: OUTLET | DATA ELEMENT DEFMITIONS: OUTLET
Administrative Enfity oty Pt Liteary - | ° o
ASSDCJ"EFEEJ' DI'..I'EE'ES HAME Adioarny Cownky Pallic Llbrary (TE e

ameAddress

Crinar Idamiicaion

Populaion Cuieis"Siall

Cperaiing Revanues

Cparaiing Expendiures

Sania

Lirary Collecians

Sarvice Maasurss

ProgramsCinar Secinanic

»
»
> 700
- 70da
+ T
¥ Tz
»

Taza
»
+ To3

Fon

a3

T

T

T2

T2

FESCEID

Stuciure Sialus

Lis o

MNams

Nams Siaius

Strasd Addrass

Agdress SiIns

Courty

Fhanea

Cutied Type Code

Area in Square Footage

Mumiber of Soomeabilss

Pubiic Service Hours Per
Year

Mumiber of VWesis Open

Associafed Owflefs)

CURRENT YEAR
DY0001-008 00001-004
oa oa
[ | e
[ acsany county PusLIC UsRARY | 'f‘l';:‘::fq”“w PUsLT
50 s Crangs * | o
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= PRINT PAGE




————— L
Tools

Structure Changes: AE

Same process Modified layout

Same options Structure Change: Outlet link
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INSTITUTE of

Museum..sLibrary

SERVICES

Survey Status

Structure Change - Administrative Entity - Dewey

Tools Reports Help External Links

Public Library Survey
FAscal Year 2014

OMB No. 3137-0074
Expires 12/31/2016

Logout

Administrative Entity (AE) Structure Change Options
Addition

(@) (02) Add an AE Opened Since Last Survey (Birth)

() (13) Add an Existing AE Not Previously Reported

(0 (22) Add an AE that has Not Yet Opened to obtain FSCS ID (Future)

Closure
() (03) Close an AE (Death)
() (23) Temporarily Close an AE (Expected to Reopen)
(O (10) Delete an Incorrect AE (Out of Scope)
(O (26) Delete a Future AE (Will Not Open)

Modification
() (01) Existing AE Absorbs another AE (Adoption)

() (05) Merge two or more AEs to create a New AE (Marriage)

Restoration
(O (08) Reopen a Closed AE (Restore an 03)
() (24) Reopen a Temporarily Closed AE (Restore a 23)
() (09) Restore a Deleted AE (Restore a 10)

Other
(O Reset/Undo an AE Structure Change Code for the Current Year

(O Resolve AEslisted on Prior Year but not on Current Year

| Proceed with Structure Change {

EIAIR
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*su258 o JINSTITUTE of
L]
w

A MuseumandLibrary Public Libraries Survey  ome no. 3137-0074
e SERVICES Web Portal Expires 12/31/2018
S Fiscal Year 2015
Structure Change: AE page Home Survey Status Tools - Reporis - Help - External Links -
SUB MENU | STRUCTURE CHANGE: QUTLET
Addition Restoraticn

D[DE] Add an AE Opened Since Last Survey (Birth)
(:)[1 3) Add an existing AE Mot Previcsuly Reported
D[EE] Add an AE that has Not Yet Opened to obtain FSCS D (Future)

Closure

D[I}Er] Close an AE (Death)

D[ES] Tempaorarily Close an AE (Expected to Re cpen)
D['I 0} Delete an Incorrect AE (Out of Scope)

D[EEL] Delete a Future AE (Will Mot Cpen)

Modification
D[I}1 } Existing AE Absorbs ancther AE [Adoption)
D[I}Ej Merge two or more AEs to create a New AE (Marriage)

EIAIR

AMERICAN INSTITUTES FOR RESEARCH

D[I]E] Reopen a Closed AE (Restore an 03)
0[24] Reopen a Temporarily Closed AE (Restore a 23)

C,I[I]E] Restore a Deleted AE (Restore a 10)

Cther

DH eset/Undo an AE Structure Change Code for the Current Year
OH esolve AES listed on Prior Year but not en Current Year

Froceed with Strucfural Changes =




————— L
Tools

Structure Changes: Outlet

Same process Modified layout

Same options Structure Change: AE link

®
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INSTITU

Survey Status

Museum...Ubra

Structure Change -Outiet - Dewey

Reports Help

Pudic Lidrary Survey
FRscal Year 2074

OME Mo, 1730074
Spios 1224THE

External Links Logout

Outiet Structure Change Options
Addition

* |02) Add an Qutiet Opened Since Lagk Swurvey {Birth)

{#3) Add an Existing Outiet Not Previously Reported
122) Add an Outiel that has Not Yet Cpened to obtain FSCS 1D {Future)

Closure
103) Close an Outlet {Dasth)
|23) Temporanly Cicse an Outiet {(Expecied %0 Recpen)
{10) Delete an Incomect Outlet {Out of Scope)
{26) Delete a Future Outiet (W31 Not Open)

Modifcation
{01} Exising Outiet Absorbs ancther Outiet (Adoption)
|05) Merge two or more Outiets to create a New Outlet (Mamrisge)
104) Move Outlet 10 a Mewly Created Administrative Entity [Diverce)

|11) Move Outlet 10 8 Different Previoudy Exiging Administrative Engty

Restoration

© {0B) Reopen a Closed Outiet {Restore an 03)
. |24) Reopen a Temporarnly Closed Outiet |Restore 2 23)

|09) Resore & Deleted Cutiet (Resdore a3 10}

Other
Reset’Undoe an Outlet Sructure Change Code for the Current Year
Resolve Ouliets listed on Prior Year but not on Curvent Year

Proceed with Structure Change

EIAIR
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028 _ _INSTITUTEof | ,
e Museumandlerary ‘ Public Libraries Survey ome neo. 2137-0074

R SERVICES Weh Portal

Fiscal Year 2015

= LOGOUT

Expires 127312046

Structure Change: Outlef page Survey Status Tools - Reporis - Help - External Links -
sS5UB MENU | STRUCTURE CHANWGE: AE
Addition Restoration

D[I}E] Add an Cutlet Opened Since Last Survey (Birth)
(:}[1 3} Add an existing Qutlet Mot Previesuly Reported
D[EE] Add an Outlet that has Mot Yet Opened to obtain FSCS 1D (Future)

Closure

D[I}i}] Close an Outlet (Death)

D[E&] Tempaorarity Close an Outlet (Expected to Re open)
(:}[1 0} Delete an Incorrect Cutlet {(Out of Scope)

D[EE] Celete a Future Cutlet (Will Mot Open)

Modification

D[EH } Existing Outlet Absorbs ancther Cutlet { Adoption)

D[I}E] Merge two or more Outlets to create a Mew Outlet (Marriage)
D[I}d] Mowve Outlets to a Newly Created Administrative Enitity { Divorce)
(:}[1 1} Move Outlet to a Different Previously Existing Administrative Enity

EIAIR
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D[DE] Reopen a Closed Outlet (Restore an 053]
G[24] Reopen a Temporarily Closed Outlet (Restore a 23)
C}[I]E'] Restore a Deleted Cutlet (Restore a 10)

Cther

DH&E&b‘L.Inl:Ic:- an Outlet Structure Change Code for the Current Year
C}Resc-h.'& Cwtlets listed on Prior Year but not on Current Year

Proceed with Strucfural Changes =




Same process to look for and upload  Modified Layout (SDC recommend)
the data

Able to upload .xIsx files (along with
XlIs, .txt, .csv)

Links to helpful documents (Import
Specs and Name/Addr/Structure
Changes)

AMERICAN INSTITUTES FOR RESEARCH




Public Library Survey

INSTITUTE of Fiscal Year 2014
Museum...Library Data Source Information - Dewey Ao - ey
SERVICES Lxpires 1230209
Survey Status Tools Reports Help Extemnal Links Logout
File Upload and Import
File Name: Browse...

{(When you press the "Upload and lm port File" button, your brow ser will transmit the file to our web seryer. Data from the file will then be im ported into our database. If the type of data from the load file above matches a data type
previously loaded, the new data fie will com pletely replace all records previously loaded for that data type.)

I Upload and Import Flle l

Files Currently Loaded -3
The mas! recently Joaded 46 /S Ngnighied
File Contents
File Name Date File Loaded
Admin Entities Outlets Annotations
DY _annotations s 11102014 10:19:23 AM X
DY CY.xis 11/10/2014 1858 AM X
DY _OutletsGeneratedFromPriorYear 142014 &02:21 PM X
Delete All AEData ' Delete All Qutlet Data Delete All Annotations |

EIAIR
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ol .'-é INSTITUTE of
Lk "'L'.'.:.':- MUSEUIﬁandLI bl"ary |
S SERVICES

Import Data page

Public Libraries Survey omME No. 3137-0074

Web Portal

Fiscal Year 2015

Survey Status

Expires 1273172076

External Links -

SUB MENU

| USER OPTIONS |

IMPORT SPECIFICATIONS

MAME, ADDRESE, AND STRUCTURE CHANGES

FILE NAME

D% _annotati

DY _CY . xls

ons. xls

D% _OutletsGeneratedF romPricryear

Files Currently Loaded - 3

DATE FILE LOADED

111052014 10:19:23 AM
11102014 9:18:56 AM

11142014 4:02:21 PM

FILE CONTENTS

Dutlets

File Upload and Import

When you press the *Upload and Import File: button, your browser will transmit the file to our web server.
Data from the file will then be imported into our database. If the type of data from the loaded file above
matches a data type previously loaded, the new data file will completely replace all records previoushy
data type.

loaded for that

FILE NAME

BROWSE...

UPLOAD AND IMPORT FILE




Tools: File Export

Same process Modified Layout

®
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& LoGoUuT

Expires 123172016

oY
a, gl
w228 INSTITUTEof
"t ete, MUSEumandlerary Public Libraries Survey oMe No. 3137-0074
e SERVICES Web Portal
S Fiscal Year 2015

Export Data page Home

Select File Formalt(s)
(O Excel File
() Fixed Length Text File

Ocsv

C_I Data ready to re-import | Excel file formatted for import)

EIAIR
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Survey Status Tools - Repors - Help - External Links -

Select Data Set

(:] State characteristics, current year (most recently saved version)
C} State characteristics, prior year

(:] Administrative Entities, current year (most recently saved version)
@ Administrative Entities, prior year

O Outlets, current year (most recently saved version)

O Outlets, prior year

Generate File Export =




Tools: Lock Data

Same process Modified layout

Different wording for either locking or
not locking data

AMERICAN INSTITUTES FOR RESEARCH



. Public Library

""ll '-! 5 . . EUWET

L resse M'”S“T”TED’ Lib Verify Locking PLS Web Fiscal Year 2011

e USE'llmmdSElEvﬁ:aEg Collection OME No. 3137-0074
e pires

The menu choice ‘Lock Data’ will lock your PLS data submission
If, at a later time, you need to make any revisions, please email us at
govs_plsf@census_gov or contact us by telephone at 800-451-6235 and we will
unlock your data submission

Proceed with Locking yvour PLS data submission?

Yes, Lock Data Submission | Mo, Cancel Locking |

EIAIR
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L ock Data Confirmation

Are you sure you want to lock your Data?

YES, LOCK DATA

Mo, Retum to Survey




Reports

= LOGOUT

*so088 o oINSTITUTE of

ands MuseummLibrary

Public Libraries SUWE"I' OME No. 31370074
T SERVICES

Web Portal Expires 12/31/2016
Fiscal Year 2015

Home Survey Status Tools ~ Reports - Help - Extemal Links -

Information Input: AE USER OPTIONS  STRUCTURI MENT DEFINITIONS: AE

Run Match Report

Run Edit Report

Administrative Entity oy o o
Run Tables

EIAIR
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Match Reports

* Process and reports are similar to FY2014
= Match Reports

 File Structure issues; Current Year (CY) vs. Prior Year (PY) checks;
Other

= Resolving Match Reports
* Re-importing data
 Fixing the problem in the web tool

®
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Edit Reports

* Process and reports are similar to FY2014
= Types of Edits

« Current-Year Edits
« Historic Edits
* Internal Edits

= Annotations

®
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Tables

= Process and tables are similar to FY2014

* Excel workbook that contains 18 tables

- 2 summary tables
- 16 individual library tables

AMERICAN INSTITUTES FOR RESEARCH



m LOGOUT

INSTITUTE of

' “;'-".' Museummdl.ibrar}' Public Libraries SUWE",-' OMB Np. 31370074
e SERVICES Web Portal Expires 12/31/2016
L Fiscal Year 2015

Home Survey Status Tools - Reports ~ Help - Extemal Links -

i : USER OPTIONS STRUCTURE CHANGES: AE .
Information Input: AE web Instructions

Data Element Definitions

Administrative Entity NAME | Abany County Public Library

Name, Address, and Structure Changes

Resolving the Match Report

Import Specifications
Section Navigation Popuiation / Outlets / S
Name/Address 3 CURREN
Other Identification . Francis Keppel Award Criteria
Populaton/nfleSiaf Standard Abbreviations
Operating Revenue 3
Operating Expenditures 3 Number of Centrals =dit ges and Conditions




External Links

& LOGOUT

*e%28 _ INSTITUTE of

oot Museum..cLibrary

Public Libraries Survey  oms No. 31370074
“es SERVICES

Web Portal Expires 12/31/2016
Fiscal Year 2015

Home Survey Status Tools - Reports ~ Help - Extemal Links -

Information Input: AE USER OPTIONS STRUCTURE CI

IMLS Public Libraries Survey

Public Library Statistics Cooperative (PLSC) Wiki
Ul ISRy NAME | Abany County Public Library

v||

EIAIR
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Functionality

= Similarities
+ Upload/Import
- Edits checks
- Many of the processes previously mentioned

= Updates

« Relevant documents and information easily accessible

+ Import file type includes .xIsx (in addition to .csy, .txt, .xIs)
- State Librarian Certification

®
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Functionality — State Librarian

= After the survey is locked
* PLS Web Portal automatically informs the State Librarian

- State librarian will be provided with login credentials to access the PLS Web
Portal
- Receive the credentials via email start of data collection (varies by group)

- Review the data to certify the survey.
« SDC receive confirmation email that the State Librarian has been notified

- SDCs will receive an email once the State Librarian has certified the survey.

+ This process will eliminate the current manual process of faxing or scanning
and e-mailing the certification.

®
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Functionality — State Librarian

SDC notified State {89 data is certified
. Librarian Received p %

Email to notify
State Librarian

Lock Data

Includes Login Credentials

State Librarian Reviews and Certifies Data

AMERICAN INSTITUTES FOR RESEARCH



Post-collection Data
Processing




Edits and Post-Edit Checks

= We have taken the post-edits and moved them to the data tool.
= Reduce the post-edit time and data processing time.

= Once the data is locked in the data tool we will do a full post-edit
check.

= PLS Web Portal Edits versus Internal Edits
- Web Portal Edits are built into the system (file specifications)

* Internal edits are used by AIR for possible follow-up.

- States can have vendors program internal edits for libraries to annotate
during collection.

* Internal edits are not run by the SDC’s in the PLS Web Portal collection
software.

®
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':.'::: INSTITUTE of
CURRENT YEAR . s, Museum..Library
Fill in Questions .3

or Import Data

1 Repariing Period Start Daie (MMYYYY)

Systematic
Edit Check

C t r Hessae 1 E ﬁllgrt\r/l?gtion
orrecC rror
I .|: t ART OF LARGER AGENCY (0208} is selected but (031} is R t
n Orma |On not selected Yes or No (does SLAA have board or epor
commlssmn}
Accepte User’s Guide
v\ Data

o Accepted

\ No /

Confirm or
Fatal Error Q Explain

Help Desk

EIAIR
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Reminders




System reminders

= Download your final prior year data from FY2014 for your
vendor to prepare your current year file.

= As long as you save your data it will not be lost.

= Similar edit checks from previous collection.

= You can fill out the questions by section.
= Survey Link:

®
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Timeline & Help Desk




Timeline — Groups

Group 1 AK, AZ, CA, CT, DE, GA, HI, IA, KY, MA, MD, MO, MT, NC, NM,
NV, OK, OR, RI, SC, TN, VA, WV, WY

Group 2 AL, AR, CO, DC, FL, ID, IL, IN, KS, LA, ME, MI, MN, MS, ND,
NE, NH, NJ, NY, OH, PA, SD, UT, VT, WA, WI, American
Samoa, Guam, Northern Mariana Islands, Puerto Rico, U.S.
Virgin Islands

Group 3 X

AMERICAN INSTITUTES FOR RESEARCH



Timeline — Key Dates

Cover Letter & User’s Guide Jan 18, 2016

(Mailed)

Survey Opens Jan 25, 2016

« Email Username & Password

Survey Closes May 13,2016 Jul 29, 2016 Aug 19, 2016

AMERICAN INSTITUTES FOR RESEARCH



Data Submission . |Group2 _[Group3

Data Submission on or before Apr 15, 2016 Jul 1, 2016 Aug 5, 2016

* 10 points

Data Submission Received on Apr 18 -Apr 22 Jul2-Jul 8 N/A

« 8 points

Data Submission Received on Apr25-Apr29 Jul9-Jull5 Aug 6-Aug 12
e 6 points

Data Submission Received after Apr 29, 2016 Jul 15, 2016 Aug 12, 2016

* Disqualified

Final Deadline May 13, 2016 Jul 29, 2016 Aug 19, 2016

AMERIC STITUTES FOR RESEARCH



Edit Follow-up Points

Responded to Edit Follow-up within two weeks
» 10 points

Responded to Edit Follow-up within three weeks
« 8 points

ltem Non Response

A data item that has been collected over 3 years is missing for an entire state
» Disqualified

mAIR



Help Desk

= Help Desk opens — January 25, 2015 9 a.m. EST
and will remain open until all the data has been
collected and after post-collection edits are
complete.

= To contact the help desk:
» Help desk number: 1-866-744-5746
» Help desk email: PLS@air.org

AMERICAN INSTITUTES FOR RESEARCH


mailto:PLS@air.org

Help Desk: Procedures

Email
PLS@air.org

~ Survey Manager

' Technician

You

Help Desk - L IMLS

Phone
Kathryn Low

1-866-744-5746

AMERICAN INSTITUTES FOR RESEARCH



Trainings

= Live Online Courses to be offered by LYRASIS throughout the Data
Collection Period, January-August, 2016

Introduction to the IMLS Public Library Survey for New SDCs (30 minutes)
Understanding the PLS: Arrangement, Question Types, and Changes (1 hour)
Using the PLS Data Tool: Overview, Data Entry, and Problem Solving (1.5 hours)
Facilitating Successful and Timely Completion of the PLS in Your State (1 hour)

R

= Others? We are open to suggestions.

®
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Data Collection Tool
Demonstration




Data Collection Tool Demonstration

= Computers available with a demonstration version
- Demo includes:
- Allow users the ability to click through various screens

« Demo does not include:
- Edit/save
- Edit checks
- Import functionality

= |nstructions on how to use the demo are next to the computers

= Draft User’s Guide provided next to computers
+ Final User’s Guide mailed 1-week prior to data collection

ﬂﬂi AIR
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Help Desk
1-866-744-5746

PLS@air.org

Danielle Battle Patrick Stark
202-403-6409 202-403-6383
dbattle@air.org pstark@air.org

1000 Thomas Jefferson Street NW
Washington, DC 20007

General Information: 202-403-5000
TTY: 887-334-3499

WWW.air.org

http://www.csmair.org

i AIR




