
INSTRUCTIONS FOR SUBMITTING ARL STATISTICS DATA ONLINE

The Web form permits easy entry of survey data, automatically performs many required math functions, and generally provides for simpler, faster, and more accurate submission of data to ARL.  There are four main components to this Web form:

1. Overall Settings – Here, users identify library branches and indicate that they will complete a survey form for designated libraries.

2. Survey Settings – Allows users to provide general footnotes, select contacts, and choose which library branches should be included in the summary statistics. The institution's primary user may also set survey editing privileges for other users.

3. Surveys – The actual survey forms, to be completed by each institution.

4. Your Account – Where you can edit your contact information. You may add or remove other users for your institution and select the primary user for the annual surveys.

GETTING STARTED

To begin, go to the ARL Statistics Web site at http://www.arlstatistics.org/arlstats/ and login using the "Login" button on the toolbar at the top of the page. All primary users will have their passwords e-mailed to them; in most cases the passwords are the same as for 2004-05. If you have trouble logging into the system, please double-check your login information for typos before contacting the ARL office.

For information about adding other users to the system, as well as changing your password or other personal information, see the section below entitled "Your Account."

OVERALL SETTINGS

The "Overall Settings" section should be visited first, before you go to any other section of the survey. This section enables the interface to dynamically create the survey forms you will need.

At the top of the page is a list of the branches ARL has on file for your library.  This list is the same as defined for 2004-05; please make sure that is the list you wish to use again for 2005-06.  You may change a branch’s name simply by typing in the form provided; if you wish to add or delete a branch, click the “+” or “—” icons to do so.
The bottom portion of this page, "Check Boxes to Create Surveys," also displays the same settings as for 2004-05, and should also be double-checked to confirm the accuracy of those settings. For each survey, the box should be checked in the branches for which you plan to report data. At this time, ARL Supplementary and ARL Preservation Statistics figures from all library branches should be reported under the main library, so only the main library should have a box checked for those surveys.

SURVEY SETTINGS

Complete the "Survey Settings" page for each survey: ARL Statistics, Supplementary Statistics, and Preservation Statistics. 

The top portion of this page, "General Notes," lists the footnotes that were entered into this space for 2004-05; please check to confirm that they are still accurate, and list additional footnotes as needed. Confirm the ending date of the fiscal year using the form provided.

In the box "Branch Settings for ARL Statistics," the contact person for each branch library is listed, and the checkboxes indicate if that library's data should be included in the summary published for the ARL Statistics.  These items are also identical to what was entered for 2004-05 and require confirmation that those settings still apply for 2005-06.
The primary user for your institution has access to an additional portion of this page that allows users to be given editing privileges to each survey on a library branch basis. All users may view all surveys, but only those checked under "Check to Allow User Editing of ARL Statistics Data" may add or edit data.

YOUR ACCOUNT

This section--branded under StatsQUAL+™--allows you to edit your personal information, add new users to your institution's surveys, and identify the primary user at your institution. Do not change the primary user setting without notifying the ARL Statistics and Measurement Program staff.
Each institution has only one user, the “primary” user, with complete control over the institution’s survey system. It is the responsibility of the primary user to create additional accounts for other users at the institution. More users can be added by visiting the "Your Account" page and using the "Add or manage other users at your institution" link. You will be presented with the current list of users for your institution; if you select "Add a new user," you will see a form to enter a personal profile for the new user.  When a new user is created, s/he will receive an automated e-mail message containing a password, which is randomly generated. 

Once a person has been added as a user, s/he can visit the "Your Account" page and choose the "Edit your personal profile" link to change any part of his/her profile, including the password.  Note that a new user does not necessarily have editing access to all portions of the survey. The primary user will need to determine who may edit what information on the "Survey Settings" page.  Also note that while the primary user can add other users to the institution's survey, the primary user cannot edit other users’ personal profiles.
To return to the annual surveys portion of the site, select the "ARL Statistics" link under the "Projects" menu at the top of the page.

ENTERING DATA FOR ARL STATISTICS SURVEYS

To begin using the ARL Statistics Web form, click on "Surveys" at the top of the page, and then, using the tabs below, select the survey for which you will be entering data.

Using the Web interface and saving data

The Web forms have been designed to be intuitive and easy-to-use. To save your entries, click on any one of the "Save My Data" buttons before exiting the survey – any one of the “Save My Data” buttons will save the entire form you are working on, and all footnotes. If you leave the page without clicking on a "Save My Data" button, any data you entered will not be saved and will not be available the next time you log in. When you click on "Save My Data," a notice on the Web page will let you know that the system is processing your update. Once your data has been saved successfully, a green box at the top of the survey page will inform you of that fact.

The Web form automatically performs many mathematical functions, including the application of formulas. However, if you have selected NA/UA for any part of a mathematical function rather than entering data, you must enter the total for that function manually. You must submit an answer for every question, even if that answer is the selection of "NA/UA."

ARL staff will review all data submitted for logical and mathematical accuracy. Users will receive notification of any errors, changes, or discrepancies. Please check the accuracy of your figures before you submit the data to avoid a delay in publication.
NA/UA

If your institution cannot provide data for any particular item, check the NA/UA box next to that item. NA/UA should be used when data cannot be retrieved for a specific item, or (for non-university libraries) when a given question does not apply to the institution. DO NOT enter the values -1 or -2 to indicate that data is unavailable or not applicable, as was done in older versions of the survey. Checking NA/UA on a given item overrides any response that has been entered; numeric data given for that item will be erased.

Information about the Survey Items

Additional information and definitions are provided for many survey items. Those items are identified by an information icon 
Footnotes

Footnotes provide you with the opportunity to explain discrepancies in your data, document local practices that differ from the survey definitions, and add additional information about figures. There is no limit to the length of any individual footnote entry, although respondents are encouraged to be clear and concise.  As part of the creation of the current form, all footnotes from last year were deleted; DO NOT expect any of your 2004-05 footnotes to appear in the 2005-06 publication unless you re-enter them.
Click on the footnotes icon [image: image1.png]


next to each item to enter additional details and information about your survey data. After you have entered a footnote, the icon will change in appearance to [image: image2.png]


.

Reminders

Key points to remember as you enter your survey data:

· If you exit the Web form for any reason, remember to save your data!
· Only numbers may be entered in the boxes for each question; footnotes must be entered in the footnote box attached to each item.

· Explain any major increases or decreases from last year’s data in footnotes. For the percent increases and decreases used to check for data accuracy in the ARL Statistics, see: http://www.arl.org/stats/arlstat/arlstatpercent.xls
· Document local practice that differs from the definitions found in the instructions, and explain in footnotes.

THE SUMMARY PAGE

After you have entered data for your survey(s), you will need to access the Summary section by clicking on the tab at the top of the page. The right-hand side of this page now has three columns of data for you to use in checking your submission:

· The first column, which has no heading, simply shows a summation of the data you have entered for the branches identified on the Survey Settings page as the ones that should be included in the summary. If the editing process determines no errors with your data, this figure will appear in the 2005-06 publication.
· The second column, labeled “Last Year’s Data,” shows the figure that appeared on the Summary page for each question in 2004-05.
· The third column, labeled “% changed,” shows the percent change between the two years’ data.  If the 2005-06 figure is larger, this number will be positive; if the 2004-05 figure is larger, this number will be negative. If any 2004-05 figures were 0, the percent change will appear as N/A.
For the purposes of calculating the data in the Summary page, all items labeled NA/UA are treated as zero. 

Some items that have a figure on the Summary page may appear as NA/UA in the publication; for example, in cases where data are available for the Law and Health Sciences Libraries, but the Main Library response is NA/UA. You may see some unexpected values on the Summary page for this reason.  Questions about the data on your Summary page can be directed to stats-ra@arl.org.
Submitting Your Form
At the bottom of the Summary page, there is a button labeled “Submit Final Data.”  Clicking this button will lock all data and footnotes for the survey in question. There is one “Submit Final Data” button for each of the three surveys: ARL Statistics, ARL Supplementary Survey, and ARL Preservation Statistics. Clicking “Submit Final Data” for one of them has no effect on the data for the other two.
All questions in all branches must have either a numeric answer, or an NA/UA response. If you attempt to “Submit Final Data” while any items are not answered, you will receive an error message, and your data will not be submitted.  The error message will tell you which branches have blank items; you can return to those survey forms, complete the missing items, and go back to the Summary page to “Submit Final Data” again.
If, after completing a submission, you learn that data and/or footnotes for a given survey need to be altered, please send your changes via e-mail to stats-ra@arl.org.  ARL staff will make the changes to our records.
KEY TO ICONS

The web interface uses a number of graphical icons. Here's a guide:
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 Information -- Users may click this icon for more information on an individual item or the survey as a whole.
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 Add a Footnote -- Users may click on this icon to enter footnotes for a specific question.
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 Edit a Footnote -- Indicates that a footnote has been entered for this question. Click this icon to view and edit the submitted footnote.
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 Not included in summary -- This icon, used in the tabs at the top of the page, indicates that data from this branch will not be included in the summary.
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 No editing allowed -- This icon, used in the tabs at the top of the page, indicates that data in this branch cannot be edited by the user. The institution's primary user can specify who is allowed to edit data in the "Survey Settings" section of the form.

QUESTIONS

If you have any problems using the Web form, or need additional information or assistance, contact Mark Young (stats-ra@arl.org) or Martha Kyrillidou (martha@arl.org). You can also reach us by phone at (202) 296-2296 or fax at (202) 872-0884.
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