
“I often say that when you can measure what you are speaking about, and express it in numbers, you 

know something about it; but when you cannot measure it, when you cannot express it in numbers, 

your knowledge is of a meagre and unsatisfactory kind.” 

Lord Kelvin (1824-1907) Scottish physicist and mathematician.
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The History Behind Statistics

•	 1600s: Birthed during the Scientific Revolution
•	 1700s: Probability was established as a science
•	 1800s: Theory of errors
•	 1900s: Importance to society
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•	 statistics
•	 Noun

•	 (used with a singular verb ) the science that deals with the collection, classification, analysis, and 
interpretation of numerical facts or data, and that, by use of mathematical theories of probability, 
imposes order and regularity on aggregates of more or less disparate elements.

•	 (used with a plural verb ) the numerical facts or data themselves.

Definition
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The average human eats 8 spiders in their lifetime at night. 

Overview

•	 Overview
•	 Introduction
•	 Administrative Rules
•	 The Process
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•	 Each year the Montana State Library collects statistics from public libraries 
in Montana. These numbers are in turn sent on to the Institute of Museum 
and Library Sciences (IMLS) to meet federal requirements.

•	 The statistics are used on state and national levels to assist in the development 
of policies, lobbying and evaluation of services provided. 

•	 The State Data Coordinator is the Montana State Library’s staff 
person responsible for collection, analysis and reporting. 

Introduction
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Administrative Rules

•	 Public Libraries must submit an Annual Statistical Report to receive 
state per capita and per square mile payments.
•	 Administrative Rules of Montana

•	 10.102.1150A    PUBLIC LIBRARY STANDARDS: GENERAL

1.	 Public libraries receiving state payments must meet the following 
essential standards by July 2007 and each year following. 

2.	 General essential standards for public libraries are as follows: 
d.	 The library submits the Montana Public Library Annual 

Statistical Report to the Montana State Library. 
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Administrative Rules

•	 Data elements are based on state and federal requirements.
•	 Administrative Rules of Montana

•	 10.102.1155    ANNUAL STATISTICAL REPORT

1.	 The commission, in setting up minimum standards of free public 
library service and in certifying such libraries for state monies 
shall require the filing of an annual statistical report. 
d.	 This annual report may include such types of information as the 

Montana State Library commissioners shall deem necessary. 
d.	 In no instance shall the commission require new cumulations of statistical data 

without providing to each affected public library, 60 days prior to the beginning 
of the period of which information will be collected, notice of the commission’s 
intention to require such cumulations as part of the annual report. 
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•	 Librarians begin by collecting statistics from July through June of the fiscal year. 

The Process

July August September October November December January February March April May June
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•	 Statistics are submitted in the fall through the State Library’s online data input system. 

The Process

Data Input

July August September October November December January February March April May June
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•	 Once all statistics are received, the State Library reviews the data 
and works with librarians to resolve anomalies. 

The Process

Data Input MSL Review

July August September October November December January February March April May June
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The Process

•	 The State Library works with libraries to resolve federal edits in the early 
spring.  Once completed the statistics are finalized for the year and the Annual 
Report of Statistics (print document) and online tools are produced. 

Federal Submission

Data Input MSL Review
Edits  

Resolved
  Statistics Released

July August September October November December January February March April May June
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 Odds of being killed by space debris - 1 in 5 billion. 

•	 Gathering Values
•	 Methodology
•	 Federal Edits
•	 State Library Calculations
•	 Survey Adjustments

Gathering Values
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•	 Librarians use a wide variety of methods to collect data throughout the fiscal year. With 
the exception of square footage and detailed staff information, all branch and bookmobile 
(outlets) numbers are included in the statistics submitted by the main library.
•	 Common sources for data include:

•	 Ongoing counts 
•	 Weekly averages 
•	 Library reports - either automated or manual 
•	 Financial reports 

Methodology
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 Sneeze travels out of your mouth at over 100 miles (161 km) an hour. 

•	 IMLS has an extensive error checking process based on over 400 “edit 
messages” which must be resolved before the data can be finalized. 
•	 Historical
•	 Internal
•	 Critical

Federal Edits
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•	 Common edit messages can help point out problems with data collection, such as:
•	 Submitting the exact same numbers as the previous year.  
•	 Significant differences between current and prior year values. 
•	 Zero values. 

•	 While the above values will be questioned, they will also be accepted if confirmed.

Federal Edits
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State Library Calculations

•	 In order to simplify the process for librarians, the State Library calculates a number 
of data elements for submittal to IMLS and for purposes of reporting.
•	 Sum of individual items is calculated 

•	 Examples: Total Capital Expenditures, Total Program Attendance 

•	 Weekly value is multiplied by 52 to produce an annual number
•	 Examples: Library Visits, Public Internet Computer Users 

•	 Staffing information is extracted from the Library Directory
•	 Examples: Director FTE, Total Paid Staff 

•	 State Library Performance Indicators
•	 Examples: Circulation per capita, Visits per capita 
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The average person will spend 2 weeks over their lifetime waiting for the traffic light to change. 

•	 The survey is occasionally modified based on changes in federal collection requirements or to 
clarify specific elements. The below list gives a few examples of adjustments made since 1999.
•	 Examples:

•	 Capital Expenditures – Collection 
•	 included in 2005  

•	 Collection - Current Electronic Serial Subscriptions
•	 included in 2004 

•	 Collection - Databases - Total 
•	 included in 2003, based on a total of the available detail 

Survey Adjustments
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More than 2,500 left handed people are killed every year from using right handed products. 

Data  Entry

•	 Data  Entry
•	 Data Entry System Login
•	 Data Entry Process
•	 Instructions
•	 Data Input Form
•	 Help Files
•	 Completing Pages 1, 2, and 3
•	 Entering Staff Wages and Hours
•	 Print a Final Report
•	 Outlet Statistics
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•	 Data input is done through the Edit section of the Library Directory.  Statistics entry pages are 
only available during the “data input window” which begins in the fall and ends in early winter.

•	 Updating of the Library Directory now coincides with the Public Library 
Statistics deadline in order to simplify data entry for libraries.
•	 To begin entering the statistics:
•	 Go to the Library Directory
•	 Find the library by selecting the appropriate criteria and choosing search.
•	 Choose the library from the list.
•	 Enter the library’s password. 
•	 Choose the current year’s Public Library Statistics link from the Main Menu. 

Data Entry System Login
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There are 1 million ants for every person in the world. 

•	 Reading the Instructions (Required) 
•	 Print a data input form or review the help files (Optional) 
•	 Completing Page One (Required) 
•	 Completing Page Two (Required) 
•	 Completing Page Three (Required) 
•	 Completing Page 4 (Optional) 
•	 Entering staff wages and hours (If needed) 
•	 Printing a copy of the final report for the library’s records (Optional) 
•	 Inputting outlet statistics (If applicable) 

Data Entry Process
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•	 Required 
•	 The Instructions page provides basic information on the statistics entry process and 

how to navigate through the Statistics Entry pages. It is updated with new information 
every year and must be reviewed to unlock the remaining data entry pages.

Instructions
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•	 Optional 
•	 A Data Input Form has been provided to assist with data entry.  The form includes space to 
write down current year values and is organized in the same fashion as the data input pages.

Data Input Form
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Page 1

Data Input Form
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Page 2

Data Input Form
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Page 3

Data Input Form
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Page 4

Data Input Form
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Page 5

Data Input Form
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Americans on the average eat 18 acres of pizza everyday. 

Help Files

•	 Optional
•	 Help links can be found throughout the statistics data entry 

pages or users may browse the entire section.
•	 Definitions are included for each of the statistics. Information includes statistic category, 
State Library definition, detailed Federal definition and a link to Edit Messages.
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•	 Required 
•	 Pages 1, 2, and 3 have been organized so that related data elements are grouped together.

Completing Pages 1, 2, and 3
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Completing Pages 1, 2, and 3
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•	 Pop-up messages have been included warning librarians when their values are not in line with 
some of the most common Federal edit messages.  If the library is assured that the data is 
correct, simply click Ok, make a note in the Comments box provided on the page and move on. 

Completing Pages 1, 2, and 3
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Termites eat through wood 2 times faster when listening to rock music. 

•	 Enter zeros where applicable. 
•	 All values should be rounded to the nearest whole number. 
•	 Enter any discrepancies or special considerations in the Comments and Suggestions box. 

Completing Pages 1, 2, and 3



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

Completing Pages 1, 2, and 3
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•	 If staff information is up to date in the Library Directory the library will not have any 
adjustments to make; otherwise add, delete or update employees as needed. 

•	 FTE, number of MLS and staff types are calculated based on this information. 

Entering Staff Wages and Hours
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You use more calories eating celery than there are in the celery itself.

•	 Print a copy of the statistics report for the library’s records. 

Print a Final Report
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Page 1

Print a Final Report
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Print a Final Report
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Print a Final Report
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Print a Final Report
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•	 Libraries need only enter Outlet Statistics if they are the main library to a branch, bookmobile, 
etc. Links to enter Outlet Statistics will appear at the bottom of the Statistics menu if applicable.
•	 Prepare a data input form (Optional) 
•	 Complete Page One (If applicable) 
•	 Enter staff wages and hours (If needed) 
•	 Print a copy of the final report for the library’s records (Optional) 

Outlet Statistics
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•	 Page One
•	 Contact
•	 Population
•	 General Information
•	 Library Facility Adequacy
•	 Staff
•	 Income
•	 Expenditures

•	 Page Two
•	 Collection
•	 Service Hours
•	 Transactions
•	 Circulation
•	 Programs
•	 Interlibrary Loans

•	 Page Three
•	 Automation
•	 Computers
•	 Internet Access
•	 Circulation Systems
•	 Electronic Services

•	 Page Four

Data Elements
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•	 Page One
•	 Contact
•	 Population
•	 General Information
•	 Library Facility Adequacy
•	 Staff
•	 Income
•	 Expenditures

Page One
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Contact

•	 Contact
•	 Contact Person
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Who are you?

•	 This is the name of the person who is physically inputting the statistics.
•	 Data Entry

•	 If the person’s name is not available in the dropdown list, return to the Library 
Directory and enter that person as a staff member for the library.

Contact Person
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•	 Population
•	 City, County, and Federation
•	 City/District Population, County Population
•	 Service Population

Population
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Where are you?

•	 This is the city, county, and federation where the library is located.
•	 Data Entry

•	 None. This information is auto-populated based on data in the Library Directory.

City, County, and Federation
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How many of there are you?

•	 This is the number of people who reside in the city and county where the library is located.
•	 Methodology

•	 Population information is by state law based on the 2001 census.
•	 Montana Code Annotated 

16-4-502. Census. The census taken under the direction of congress shall be the basis upon which the respective populations of the 
counties and incorporated cities or towns shall be determined. However, in the interim between censuses, the department shall use as 
such basis the most recent population estimates published by the Bureau of the Census, United States Department of Commerce. 

•	 Data Entry
•	 None. This information is auto-populated by the State Library.

City/District Population, County Population
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How many people do you serve?

•	 This is the number of people the library serves as determined by the State Library. 
•	 Methodology

•	 Population information is by state law based on the 2001 census  
(16-4-502. Census). The service population is formulated by the State Library 
in accord with 10.102.4003 Administrative Rules of Montana.

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Service Population
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•	 General Information
•	 Outlet Type Code
•	 Metropolitan Status
•	 Interlibrary Relationship
•	 Legal Basis
•	 Administrative Structure
•	 FSCS Public Library
•	 Geographic Code
•	 Number of Central Libraries
•	 Legal Service Area Boundary Change
•	 Registered Borrowers
•	 Branches
•	 Bookmobiles
•	 Library Square Footage

General Information
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What are you?

•	 This code identifies the type of library/outlet.
•	 CE	 Central Library
•	 BR	 Branch
•	 BS	 Bookmobile
•	 BM	 Books-by-Mail Only

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Outlet Type Code
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What is your neighborhood like?

•	 This code identifies the library’s metropolitan area.
•	 CC	 Central city
•	 NC	 Metropolitan area, but not within the central city limits 
•	 NO	 Not in a metropolitan area 

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Metropolitan Status
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How do you relate to other libraries?

•	 This code identifies the library’s relationship to other libraries.
•	 HQ - Headquarters of a federation or cooperative

•	 The library or entity that provides the physical space and staff who manage, coordinate, 
or administer the programs of the federation or cooperative.     

•	 ME - Member of a federation or cooperative
•	 An autonomous library joined by formal or informal agreement(s) with (a) other autonomous libraries in the 

same state to perform various services cooperatively, such as resource sharing, communications, etc., and 
(b) libraries that are part of national, multi-state or statewide library federations or cooperatives.     

•	 NO - Not a member of a federation or cooperative

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Interlibrary Relationship
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How were you established?

•	 This code identifies the library’s legal basis.
•	 CI		 Municipal Government
•	 CO	 County/Parish
•	 CC	 City/County
•	 MJ	 Multi-Jurisdictional
•	 NL	Native American Tribal Government
•	 NP	 Non-Profit Association or Agency
•	 SC	 School District
•	 SD	 Special Library District [authority, board, commission]
•	 OT	 Other

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Legal Basis
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Do your admin people take care of more libraries than just yourself?

•	 This code identifies an autonomous library entity that has its own governance and funding.
•	 MA	 Multiple Direct Service Outlets where Administrative Offices are Separate 
•	 MO	 Multiple Direct Service Outlets where Administrative Offices are not Separate 
•	 SO	 Single Direct Service Outlet

•	 Data Entry
•	 None. This information is auto-populated by the State Library based on information in the 

Library Directory. Contact the State Library to make adjustments to this data.

Administrative Structure
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What’s your number?

•	 This code identifies whether a library meets the FSCS public library definition.
•	 FSCS Public Library Definition

•	 A public library is an entity that is established under state enabling laws or regulations to 
serve a community, district, or region, and that provides at least the following: 

•	 an organized collection of printed or other library materials, or a combination thereof; 
•	 paid staff; 
•	 an established schedule in which services of the staff are available to the public; 
•	 the facilities necessary to support such a collection, staff, and schedule; and 
•	 is supported in whole or in part with public funds. 

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

FSCS Public Library
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What kind of geographic area do you serve?

•	 This code defines the area that either exactly or most nearly describes the 
geographic area for which the public library has been established.

•	 CI1	 City exactly
•	 CI2	 City most nearly
•	 CO1	 County exactly
•	 CO2	 County most nearly
•	 MA1	 Metropolitan Area exactly 
•	 MA2	 Metropolitan Area most nearly
•	 MC1	 Multi-County exactly 
•	 MC2	 Multi-County most nearly 
•	 SD1	 School District exactly 
•	 SD2	 School District most nearly
•	 OTH	 Other

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Geographic Code
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How many main libraries does the administrative entity care for?

•	 The term Central Library is synonymous with ‘Main Library’. This is one type of single outlet 
library (SO) or the library which is the operational center of a multiple outlet library (MO or MA). 
Usually all processing is centralized here and the principal collections are housed here. 
•	 Data Entry

•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Number of Central Libraries
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Did your geographic area change from last year?

•	 This data element identifies whether the administrative entity’s 
legal service area changed in the reporting year.

•	 Changes are likely to result, for example, when a municipality annexes land, when one municipality in a county 
becomes either an independent city or its own county necessitating its exclusion from the first county’s geography, 
or when an administrative entity contracts to provide public library service for some additional geographic area other 
than the geographic area for which it was established (e.g., a municipal library contracts to serve county residents. 

•	 Data Entry
•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Legal Service Area Boundary Change
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How many users do you have on file?

•	 A registered borrower is a library user who has applied for and received an identification 
number or card from the public library. There are established conditions under which 
the user may borrow library materials and gain access to other library resources. 
•	 Methodology

•	 Do not report this figure unless files are purged at least every three years. 
•	 A count of the borrowers registered with the library on June 30th of the reporting year.

•	 Common Problems
•	 Identical values to previous year.

Registered Borrowers



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

How many branches do you have?

Branches

•	 Branch libraries are auxiliary units of a central library which have all of the following:
•	 Separate quarters 
•	 A permanent collection 
•	 A permanent staff 
•	 A regular schedule for opening to the public 

•	 Methodology
•	 A count of the number of branch libraries associated with the library on June 30th of the reporting year.
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How many bookmobiles do you have?

•	 Bookmobiles are traveling branch libraries that have all of the following:
•	 Truck or a van that carries an organized collection of library materials 
•	 Paid staff 
•	 Regularly scheduled hours (bookmobile stops) for being open to the public 

•	 Methodology
•	 A count of the number of bookmobiles associated with the library on June 30th of the reporting year.

Bookmobiles
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How big is your library?

•	 Provide the area, in square feet, of the ‘main’ library. 
•	 Methodology

•	 This is the area on all floors enclosed by the outer walls of the ‘main’ library. Include all areas 
occupied by the library, including those areas off-limits to the public. Include areas shared 
with another agency or agencies if the ‘main’ library has usage of that area. 

•	 Common Problems
•	 ANY change from the previous year’s number will trigger an edit.

Library Square Footage
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•	 Library Facility Adequacy
•	 ADA Assessment completed on library?
•	 Is library Handicapped Accessible (HA)?
•	 If the library is not Handicapped Accessible (HA), what is required?
•	 Is library adequate for population served?
•	 If library is not adequate, what is required?

Library Facility Adequacy
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Has your library looked into ADA compliance?

•	 Has the library had an ADA Assessment completed on the facility and services? 
•	 The purpose of the Americans With Disabilities Act (ADA) is to extend civil rights to people with disabilities 

-- rights similar to those now available on the basis of race, color, sex, national origin, and religion through 
the Civil Rights Act. It prohibits discrimination on the basis of a disability in the private sector, by state 
and local governments, and in public accommodations and services, including transportation, provided 
by public and private entities. It also includes provisions for telecommunications relay services. 

ADA Assessment completed on library?
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Can everyone get into the building?

•	 Are the library building and services handicapped accessible? 
•	 People with disabilities should be able to arrive at the site, approach the building, enter the building as freely as 

everyone else, obtain materials or services without special assistance, and have access to restrooms that are open to 
the public. At least one path of travel should be safe and accessible for everyone, including people with disabilities. 

Is library Handicapped Accessible (HA)?
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What needs to change?

•	 If the answer to the previous question (Are the library building and services handicapped 
accessible?) is ‘No’, then what does the library need to do to become handicapped accessible?
•	 Data Entry

•	 Choose one of the following values.
•	 Minor remodeling in the library costing $5,000 or less.
•	 Major remodeling in the library costing more than $5,000. 
•	 Build a new library. 

If the library is not Handicapped Accessible (HA), what is required?
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Do you have enough space for your patrons?

•	 Is the library building adequate to service the existing population? 

Is library adequate for population served?
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What needs to change?

•	 If the answer to the previous question (Is the library building adequate to 
service the existing population?) is ‘No’, then what does the library need to 
do to become an adequate building for the population served?
•	 Data Entry

•	 Choose one of the following options:
•	 Build a New Library

•	 Major Remodeling

•	 Minor Remodeling

•	 Not Applicable

If library is not adequate, what is required?
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•	 Staff
•	 Hours Worked/Week by NPS (Non-paid staff)

Staff
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How many volunteers do you have?

Hours Worked/Week by NPS (Non-paid staff)

•	 This is the number of total hours worked by Non-paid Staff
•	 Methodology

•	 Review library records and volunteer logs.



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	 Income
•	 County, City, District, and School District General Funds
•	 County, City, District Non-Tax Revenue
•	 City, County, District, and Additional Mills
•	 Local City/District, County, Federal and Other Income
•	 Coal Severance Tax
•	 Per Capita/Per Square Mile State Aid
•	 ILL Reimbursement
•	 Other Income Sources
•	 Local Government Capital Revenue
•	 State Government Capital Revenue
•	 Federal Government Capital Revenue
•	 Other Capital Revenue

Income
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Where does your money come from?

•	 All funds allocated from the general funds of various funding agencies 
(city, county, district, etc.) for expenditure by the public library. 
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.

•	 Data Entry
•	 Check the box for each source of local income the library received during the reporting fiscal year. 

County, City, District, and School District General Funds
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Is your money non-tax revenue?

•	 Non-Tax Revenue includes:
•	 Transfers in from other funds, 
•	 Revenue that does not come from a mill levy, 
•	 Any revenue not tied to a mill levy. For example, capital monies or lump sums from a general fund. 

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.

•	 Data Entry
•	 Please check the box for each source of non-tax revenue the library received during the reporting fiscal year.

County, City, District Non-Tax Revenue
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How big are your mills?

•	 Please indicate the number of ‘mills’ received during the reporting fiscal 
year from the city, county, district, or additional mill levy. 
•	 Methodology

•	 Libraries should be able to get this information from either their city and/
or county clerk or the “Montana Property Tax Mill Levies” book.

•	 Data Entry
•	 Do not report a dollar figure.

City, County, District, and Additional Mills
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How much do you get?

•	 Total income received from the appropriate source.
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.
•	 Gates grants are to be listed under Other Income.

•	 Common Problems
•	 Identical values to previous year.

Local City/District, County, Federal and Other Income
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How much do you get from the state?

•	 State aid monies granted to libraries based on federation and grant programs. See 
the Administrative Rules 10.102.5102 Allocation of Funding Between Federations 
and Grant Programs and 10.102.5106 Base Grants for more information.
•	 Data Entry

•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Coal Severance Tax
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How much do you get from the state?

•	 State aid monies granted to libraries based on Per Capita and Per Square Mile 
program requirements. See Administrative Rule 10.102.4003 Direct State Aid to Public 
Libraries for Per Capita and for Per Square Mile Served for more information.
•	 Data Entry

•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

Per Capita/Per Square Mile State Aid
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How much do you get from the state?

•	 State aid monies granted to libraries based on interlibrary loan reimbursement 
program requirements. See Administrative Rule 10.102.4001 Reimbursement 
to Libraries for Interlibrary Loans for more information.
•	 Data Entry

•	 None. This information is auto-populated by the State Library. Contact the State Library to make adjustments to this data.

ILL Reimbursement
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Where does the rest of your money come from?

•	 Other income sources include:
•	 Fines 
•	 Donations 
•	 Memorials 
•	 Gifts 
•	 Interest 
•	 Private Foundation Grants 
•	 Corporate Giving 
•	 Other 
•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.

•	 Data Entry
•	 Note which income sources contribute revenue to the library.

Other Income Sources
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How much local capital revenue did you get?

•	 Report all governmental funds designated by the community, district, or region and 
available to the public library for the purpose of major capital expenditures. 
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.
•	 Include funds received for:

•	 site acquisition 

•	 new buildings or additions to, or renovation of, existing library buildings 

•	 furnishings, equipment, and initial collections (print, non-print, and electronic) for new buildings, building additions, or building renovations

•	 computer hardware and software used to support library operations

•	 new vehicles

•	 other one-time major projects. 

•	 Common Problems
•	 Identical values to previous year.

•	 Availability
•	 This element was not available for collection until 2005.

Local Government Capital Revenue
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How much state capital revenue did you get?

•	 Report all funds distributed to public libraries by state government for expenditure 
by the public libraries for the purpose of major capital expenditures.
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.
•	 Include funds received for:

•	 site acquisition 

•	 new buildings or additions to, or renovation of, existing library buildings 

•	 furnishings, equipment, and initial collections (print, non-print, and electronic) for new buildings, building additions, or building renovations

•	 computer hardware and software used to support library operations

•	 new vehicles

•	 other one-time major projects. 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

State Government Capital Revenue



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

How much federal capital revenue did you get?

•	 Report federal governmental funds, including federal funds distributed by the state or locality, 
and grants and aid, received by the library for the purpose of major capital expenditures. 
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.
•	 Include funds received for:

•	 site acquisition 

•	 new buildings or additions to, or renovation of, existing library buildings 

•	 furnishings, equipment, and initial collections (print, non-print, and electronic) for new buildings, building additions, or building renovations

•	 computer hardware and software used to support library operations

•	 new vehicles

•	 other one-time major projects. 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

Federal Government Capital Revenue
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How much other capital revenue did you get?

•	 Report private (non-governmental funds), including grants received by 
the library for the purpose of major capital expenditures.
•	 Methodology�

•	 Library financial reports for actual, not budgeted revenue.
•	 Include funds received for:

•	 site acquisition 

•	 new buildings or additions to, or renovation of, existing library buildings 

•	 furnishings, equipment, and initial collections (print, non-print, and electronic) for new buildings, building additions, or building renovations

•	 computer hardware and software used to support library operations

•	 new vehicles

•	 other one-time major projects. 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

Other Capital Revenue
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•	 Expenditures
•	 Salaries and Wages
•	 Employee Benefits
•	 Continuing Education
•	 Print Materials
•	 Electronic Materials
•	 Other Materials
•	 Other Operating Expenses
•	 Capital Expenditures - Collections
•	 Capital Expenditures - Furniture and Equipment
•	 Capital Expenditures - Buildings
•	 Capital Expenditures - Other

Expenditures
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What did you pay your staff?

•	 Enter the total salaries and wages for all employees of the library. Include 
salaries and wages before deductions but exclude employee benefits. 
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year

Salaries and Wages
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How much did you spend on benefits?

•	 Total Social Security, retirement, life insurance, health insurance, guaranteed 
disability income protection, unemployment compensation, workers’ compensation, 
tuition, housing benefits, and other benefits paid to all staff for the library.
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year

Employee Benefits
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How much did you spend on continuing education?

•	 This includes travel, registration, and membership costs for any continuing 
education earned by any of the library’s employees or trustees.
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year

Continuing Education
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What did you spend on Print Materials?

•	 Print materials include:
•	 books, 
•	 serial backfiles, 
•	 current serial subscriptions, 
•	 government documents, 
•	 and any other print acquisitions. 

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year

Print Materials
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What did you spend on Electronic Materials?

•	 Types of electronic materials include:
•	 e-books, 
•	 e-serials (including journals, government documents, databases; including locally mounted, full text or not), 
•	 electronic files, reference tools, scores, maps, or pictures in electronic or digital format, 
•	 including materials digitized by the library. 

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.
•	 Electronic materials can be distributed on magnetic tape, diskettes, computer software, CD-ROM, or other portable 

digital carrier, and can be accessed via a computer, via access to the Internet, or by using an e-book reader. 
•	 Include: equipment expenditures that are inseparably bundled into the price of the information 

service product expenditures for materials held locally and for remote electronic materials 
for which permanent or temporary access rights have been acquired. 

•	 Include expenditures for database licenses expenditures for services provided by national, 
regional, and local bibliographic utilities, networks, consortia, and commercial services. 

•	 Report all fees and usage costs associated with such services as, but not limited to: OCLC, InfoTrac, Internet 
Access (ISP), Dialog, BCR, Electronic Access Fees, Electronic Document Delivery, EBSCOhost.

•	 Data Entry
•	 Report all expenditures for electronic (digital) materials. 

•	 Common Problems
•	 Identical values to previous year

Electronic Materials
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What did you spend on the rest of your collection?

•	 Operating expenditures for other materials include items such as 
microform, audio, video, DVD, and materials in new forms.
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year.

•	 Availability
•	 This element was not available for collection until 2003.

Other Materials
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What did everything else cost you?

•	 Other operating expenses include:
•	 book binding and book supplies;
•	 repair or replacement of existing furnishings and equipment;
•	 dedicated lease lines and other forms of telecommunications;
•	 replacement furniture and equipment;
•	 costs associated with the operation and maintenance of physical facilities, security equipment, and supplies;
•	 preservation of materials;
•	 telephone;
•	 postage; and
•	 library and office supplies. 

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.

•	 Common Problems
•	 Identical values to previous year

Other Operating Expenses
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How much did you spend to put in your new collection? 

•	 Collection capital expenditures include monies spent for initial collections (print, non-
print and electronic) for new buildings, building additions, or building renovations. 

•	 Local accounting practices shall determine whether a specific item is a capital or an 
operating expense, regardless of the examples used in these definitions. 

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.
•	 Exclude expenditures for regular purchase of library materials. 
•	 Common Problems
•	 Identical values to previous year.

•	 Availability
•	 This element was not available for collection until 2005.

Capital Expenditures - Collections
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How much did you spend on your new furniture and equipment?

•	 Furniture and equipment capital expenditures include monies associated with furnishing 
and equipping new buildings, building additions or building renovations. 

•	 Examples include shelving, tables and chairs, photocopiers and new computer hardware and software. 
•	 Local accounting practices shall determine whether a specific item is a capital or an 

operating expense, regardless of the examples used in these definitions.

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.
•	 Expenditures for replacement and repair of existing furnishings and 

equipment is to be listed under Other Operating Expenses.

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

Capital Expenditures - Furniture and Equipment
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How much did you spend on your building/remodel?

•	 Building capital expenditures include monies spent for site acquisition, new 
buildings, and/or additions to or renovation of library buildings. 

•	 Local accounting practices shall determine whether a specific item is a capital or an 
operating expense, regardless of the examples used in these definitions.

•	 Methodology
•	 Library financial reports for actual, not budgeted revenue.
•	 Exclude debt retirement principal payments (i.e. funds borrowed for a major 

capital project and paid back over a period of years.)

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

Capital Expenditures - Buildings
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How much was your new _____?

•	 Other capital expenditures include capital items other than those listed under 
Collection, Furnishings and Equipment or Buildings. (i.e. include new vehicles.)
•	 Methodology

•	 Library financial reports for actual, not budgeted revenue.
•	 Local accounting practices shall determine whether a specific item is a capital or an 

operating expense, regardless of the examples used in these definitions. 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2005.

Capital Expenditures - Other
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What else would you like to tell us?

•	 Enter any discrepancies or special considerations in the Comments and Suggestions box. 
•	 Choose the Submit Page 1 button. 

Completing Page One
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•	 Page Two
•	 Collection
•	 Service Hours
•	 Transactions
•	 Circulation
•	 Programs
•	 Interlibrary Loans

Page Two
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•	 Collection
•	 Print Materials
•	 Electronic Books (E-Books)
•	 Local, State, and Other Licensed Databases
•	 Current Electronic Serial Subscriptions
•	 Current Print Serial Subscriptions
•	 Audios
•	 Videos
•	 Other Collection

Collection
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How many books do you have?

•	 Books are non-serial printed publications (including music and maps) that are bound in 
hard or soft covers, or in loose-leaf format. Include non-serial government documents. 

•	 Serials are publications issued in successive parts, usually at regular intervals, and intended to 
be continued indefinitely. Serials include periodicals (magazines); newspapers; annuals (reports, 
yearbooks, etc.); journals, memoirs, proceedings, and transactions of societies; and numbered 
monographic series. Government documents and reference tools are often issued as serials. 
•	 Methodology

•	 Use physical counts or reports from the library’s automation system.
•	 Report the number of physical units, including duplicates. For smaller libraries, if volume 

data are not available, count the number of titles. Books packaged together as a unit (e.g., 
a 2-volume set) and checked out as a unit are counted as one physical unit. 

•	 Count the number of serial titles. Serials packaged together as a unit (e.g., a 2-volume 
serial monograph and checked out as a unit) are counted as one.

•	 Common Problems
•	 Identical values to previous year.

Print Materials
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How many E-Books do you have?

•	 E-books are digital documents (including those digitized by the library), licensed or not, where 
searchable text is prevalent, and which can be seen in analogy to a printed book (monograph). 
Include non-serial government documents. E-books are loaned to users in portable devices (e-book 
readers) or by transmitting the contents to the user’s personal computer for a limited time.
•	 Methodology

•	 Use physical counts or reports from the library’s automation system.
•	 Include e-books held locally and remote e-books for which permanent or temporary access rights have been 

acquired. Report the number of physical or electronic units, including duplicates, for all outlets. For smaller 
libraries, if volume data are not available, the number of titles may be counted. E-books packaged together as 
a unit (e.g., multiple titles on a single e-book reader) and checked out as a unit are counted as one unit. 

•	 Common Problems
•	 Identical values to previous year

Electronic Books (E-Books)
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How many databases do you have?

•	 A database is a collection of electronically stored data or unit records 
(facts, bibliographic data, abstracts, texts) with a common user interface 
and software for the retrieval and manipulation of the data. 

•	 Note: The data or records are usually collected with a particular intent and relate to a 
defined topic. A database may be issued on CD-ROM, diskette or other direct access 
method, or as a computer file accessed via dial-up methods or via the Internet. 

•	 Methodology
•	 Report the number of licensed databases (including locally mounted or remote, full-text or not) for 

which temporary or permanent access rights have been acquired through payment by the library, or by 
formal agreement with the State Library or a cooperative agreement within the state or region. 

•	 Include such services as EBSCO Host and OCLC First Search, but do not include other electronic serial 
database, (e.g., Project MUSE, OCLC ECO Project). Report the number of database licenses (subscription or 
one-time purchases). Each licensed database product is counted individually even if access to several licensed 
database products is supported through the same vendor interface (e.g., ProQuest, OCLC FirstSearch) 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 The Databases - Local element was not available for collection until 2003.
•	 The Databases - State element was not available for collection until 2005.
•	 The Databases - Other element was not available for collection until 2005.

Local, State, and Other Licensed Databases
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How many electronic serials do you have?

•	 Current individual serial subscriptions (not databases) are arrangements by which, in return for a 
sum paid in advance, serials are provided for a specified number of issues.  Examples include:

•	 periodicals (magazines), 
•	 newspapers, 
•	 annuals, 
•	 some government documents, 
•	 some reference tools, 
•	 and numbered monographic series distributed in the following ways: 
•	 via the Internet (e.g., HTML, PDF, JPEG, or ZIP files) 
•	 on databases (including locally mounted databases) 
•	 on CD, diskettes, or magnetic tape 

•	 Methodology
•	 Report the number of electronic subscriptions (e-serials, e-journals), including duplicates, for all outlets. 
•	 Electronic serial subscriptions include serials held locally or remote resources that the library has authorization to 

access, including those available through statewide or consortia agreements. Do not include subscriptions to indexing 
and abstracting databases that include full-text serial content (e.g., EBSCO Host, ProQuest, OCLC FirstSearch).

•	 Common Problems
•	 Identical values to previous year
•	 Availability
•	 This element was not available for collection until 2003.

Current Electronic Serial Subscriptions
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How many print serials do you have?

•	 Examples of serials are:
•	 periodicals (magazines), 
•	 newspapers, 
•	 annuals, 
•	 some government documents, 
•	 some reference tools, 
•	 and numbered monographic series 

•	 Methodology
•	 Use physical counts or reports from the library’s automation system.
•	 Report the number of current print serial subscriptions, including duplicates, for all outlets. 

•	 Common Problems
•	 Identical values to previous year

•	 Availability
•	 This element was not available for collection until 2003.

Current Print Serial Subscriptions
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How many audios do you have?

•	 These are materials on which sound (only) are stored (recorded) and that can be 
reproduced (played back) mechanically or electronically or both. They include: 

•	 Records
•	 Audiocassettes
•	 Audio cartridges
•	 Audio discs
•	 Audio reels
•	 MP3 files
•	 Downloaded audiobooks
•	 Talking books

•	 Methodology
•	 Use physical counts or reports from the library’s automation system.

•	 Common Problems
•	 Identical values to previous year

Audios
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How many movies do you have?

•	 These are materials on which pictures are recorded, with or without sound. Electronic 
playback reproduces pictures, with or without sound, using a television receiver or monitor. 

•	 Tapes 
•	 DVDs
•	 CD-ROMs
•	 Web-based files
•	 Downloadable files

•	 Methodology
•	 Use physical counts or reports from the library’s automation system.

•	 Common Problems
•	 Identical values to previous year

Videos
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How many ______ do you have?

•	 Methodology
•	 Report any items, which can be checked out to an individual, not previously otherwise reported. Recording and paperback 

exchanges should not be included unless they are cataloged into the library’s collection. Examples include art and games.

•	 Common Problems
•	 Identical values to previous year

Other Collection
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•	 Service Hours
•	 Hours Open in Typical Week - Main
•	 Hours Open in Typical Week - Branch
•	 Hours Open in Typical Week - School
•	 Hours Open in Typical Week - Bookmobile

Service Hours
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How many hours is the main library open?

•	 Methodology
•	 Enter the number of hours the library is open during a typical week. A typical week is one in which the main library is open 

its maximum number of hours to the public. Do not include hours for deposit collections or other similar service outlets. 

Hours Open in Typical Week - Main
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How many hours is the branch library open?

•	 Methodology
•	 Enter the number of hours the branch library is open during a typical week. A typical week 

is one in which the branch library is open its maximum number of hours to the public. Do 
not include hours for deposit collections or other similar service outlets.

Hours Open in Typical Week - Branch
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How many hours is the school library open?

•	 Methodology
•	 Enter the number of hours the school library is open during a typical week. A typical week is 

one in which the school/public library is open its maximum number of hours to the students/
public. Do not include hours for deposit collections or other similar service outlets.

Hours Open in Typical Week - School
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How many hours is the bookmobile open?

•	 Methodology
•	 Enter the number of hours the bookmobile is open during a typical week. A typical week 

is one in which the bookmobile is open its maximum number of hours to the public. Do 
not include hours for deposit collections or other similar service outlets.

Hours Open in Typical Week - Bookmobile



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	 Transactions
•	 Library Users in a Typical Week
•	 Reference Transactions in a Typical Week
•	 Procedural Transactions in a Typical Week
•	 Directional Transactions in a Typical Week

Transactions
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How many users do you get a week?

•	 Methodology
•	 Gate counters can be very useful in tracking this item. Be sure that you are 

not counting when patrons BOTH enter and leave the library.
•	 Report the total number of persons entering the library and branches, if applicable, for any purpose 

during a week picked by the library director. A “typical week” is a time that is neither unusually busy nor 
unusually slow. Avoid holiday times, vacation periods for key staff, or days when unusual events are taking 
place in the community or the library. Choose a week in which the library is open regular hours. Include 
seven consecutive days, from Sunday through Saturday (or whenever the library is usually open.) 

•	 Common Problems
•	 Identical values to previous year

Library Users in a Typical Week
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How many times are you asked a reference question?

•	 A reference transaction is an information contact which involves the knowledge, use, 
recommendations, interpretation or instruction in one or more information sources by a 
member of the library staff. Completion of the transaction may require a reference interview.
•	 Methodology

•	 Librarians can record these measures for a 1-2 week period of time twice a year.  Choose times that are not 
unusually busy or slow.  Have staff use a tally sheet to keep track of the number of questions they are asked.  
Another option is to keep track of this figure on a daily basis using either an electronic or print tracking sheet.

•	 Common Problems
•	 Identical values to previous year

Reference Transactions in a Typical Week
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How many times are you asked how to do something?

•	 A procedural transaction is a series of steps that are followed in a regular, definite order, and 
would require assistance from the library staff. Examples: showing patron how to use the card 
catalog, PAC system and/or other library equipment, setting up a meeting in the conference room. 
•	 Methodology

•	 Librarians can record these measures for a 1-2 week period of time twice a year.  Choose times that are not 
unusually busy or slow.  Have staff use a tally sheet to keep track of the number of questions they are asked.  
Another option is to keep track of this figure on a daily basis using either an electronic or print tracking sheet.

•	 Common Problems
•	 Identical values to previous year

Procedural Transactions in a Typical Week
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How many times do you give directions?

•	 A directional transaction is a direct question or guidance question. Examples: “What time is story 
hour?”, “Where are the restrooms?” and/or “How much do you charge for the copy machine?” 
•	 Methodology

•	 Librarians can record these measures for a 1-2 week period of time twice a year.  Choose times that are not 
unusually busy or slow.  Have staff use a tally sheet to keep track of the number of questions they are asked.  
Another option is to keep track of this figure on a daily basis using either an electronic or print tracking sheet.

•	 Common Problems
•	 Identical values to previous year

Directional Transactions in a Typical Week
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•	 Circulation
•	 Annual Circulated Materials – Children’s
•	 Annual Circulated Materials – Other

Circulation



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

How many children’s books do you check out?

•	 Methodology
•	 Reports from the library’s automation system can be helpful.
•	 Report the total annual number of units or items of children’s materials the 

library circulated in all formats to all users, including renewals. 

•	 Common Problems
•	 Identical values to previous year

Annual Circulated Materials – Children’s
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How many other books do you check out?

•	 Methodology
•	 Reports from the library’s automation system can be helpful.
•	 Report the total annual number of units or items of non-children’s (adult, young adult, non-fiction, and any other 

non-children’s collections) materials the library circulated in all formats to all users, including renewals. 

•	 Common Problems
•	 Identical values to previous year

Annual Circulated Materials – Other
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•	 Programs
•	 Programs Offered – Children, Young Adults, Adults
•	 Programs Attendance – Children, Young Adults, Adults

Programs
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How many programs do you have?

•	 Methodology
•	 Report the number of each of the types of programs and/or presentations the library held or sponsored 

during the last year. Do not include meetings by other groups simply using library meeting rooms.

Programs Offered – Children, Young Adults, Adults
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How many people attend your programs?

•	 Methodology
•	 Report the number of people who attended each age group of programs during the last year. 

Volunteers who attend these events can be very helpful in keeping an attendance count.

Programs Attendance – Children, Young Adults, Adults
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•	 Interlibrary Loans
•	 Interlibrary Loans – In State
•	 Interlibrary Loans – Out of State
•	 Borrows - In State
•	 Borrows - Out of State

Interlibrary Loans
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How many loans did you do in state?

•	 Methodology
•	 The OCLC’s stats module located at http://www.stats.oclc.org can be very 

helpful in identifying the number of interlibrary loans.
•	 Report the number of items loaned to other Montana libraries through the Interlibrary Loan process. 

Interlibrary Loans – In State
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How many loans did you send out of state?

•	 Methodology
•	 The OCLC’s stats module located at http://www.stats.oclc.org can be very 

helpful in identifying the number of interlibrary loans.
•	 Report the number of items loaned to out of state libraries through the Interlibrary Loan process.

Interlibrary Loans – Out of State
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How many borrows did you do in state?

•	 Methodology
•	 The OCLC’s stats module located at http://www.stats.oclc.org can be very 

helpful in identifying the number of interlibrary loans.
•	 Report the number of items borrowed from other Montana libraries through the Interlibrary Loan process. 

Borrows - In State
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How many borrows did you do out of state?

•	 Methodology
•	 The OCLC’s stats module located at http://www.stats.oclc.org can be very 

helpful in identifying the number of interlibrary loans.
•	 Report the number of items borrowed from out of state libraries through the Interlibrary Loan process. 

Borrows - Out of State
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What else would you like to tell us?

•	 Enter any discrepancies or special considerations in the Comments and Suggestions box. 
•	 Choose the Submit Page 2 button. 

Completing Page Two
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•	 Page Three
•	 Automation
•	 Computers
•	 Internet Access
•	 Circulation Systems
•	 Electronic Services

Page Three
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•	 Automation
•	 Library has Internet Access
•	 Internet Access Used By
•	 Internet Access PC’s - Used By Public
•	 Internet Access PC’s - Used By Staff
•	 Public Internet Computer Users in Typical Week
•	 Library has a Local Area Network

Automation
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Do you have internet access?

•	 Does the library have access to the internet?

Library has Internet Access
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Who uses your internet access?

•	 If the library does have access to the Internet, who uses it? 
•	 Library staff only
•	 Patrons through a staff intermediary only
•	 Patrons, either directly or through a staff intermediary 

Internet Access Used By
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How many public computers have internet?

•	 How many Internet connected computers, in total, are available to the general public?

Internet Access PC’s - Used By Public



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

How many staff computers have internet?

•	 How many Internet connected computers, in total, are available to staff only? 

Internet Access PC’s - Used By Staff
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How many internet users do you get a week?

•	 Methodology
•	 Report the total number of individuals that have used Internet computers in the library in a typical week. If the 

computer is used for multiple purposes (Internet access, word-processing, OPAC, etc.) and Internet users cannot be 
isolated, report all usage. Sign-up forms or Web-log tracking software also may provide a reliable count of users. 

•	 Availability
•	 This element was not available for collection until 2001.

Public Internet Computer Users in Typical Week
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Are your computers connected?

•	 Does the library have a Local Area Network (LAN)?

Library has a Local Area Network
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•	 Computers
•	 Public Access Computers (PAC’s) 
•	 PAC’s on Local Area Network
•	 PAC’s with Library Catalog Access
•	 PAC’s with Access to CD-ROM Resources
•	 PAC’s with On-Line Full Text Databases

Computers
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How many public computers do you have?

•	 How many computers, in total, are available to the public in the library? 

Public Access Computers (PAC’s) 
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How many public computers are on your LAN?

•	 How many of these Public Access Computers (PAC’s) are on a Local Area Network? 

PAC’s on Local Area Network
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•	 How many of these Public Access Computers (PAC’s) provide access to the library catalog? 

How many public computers have access to the catalog?

PAC’s with Library Catalog Access
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How many public computers have CD-ROM drives?

•	 How many of these Public Access Computers (PAC’s) are connected to CD-ROM resources? 

PAC’s with Access to CD-ROM Resources
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How many public computers have full text databases?

•	 How many of these Public Access Computers (PAC’s) provide 
access to electronic full text databases? 

PAC’s with On-Line Full Text Databases
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•	 Internet Access
•	 Type of Internet Connection
•	 Does Browser Display Graphics?
•	 Does Your Library Provide Wireless Public Access?

Internet Access
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How fast is your internet connection?

•	 What kind of access does the library have to the Internet? 
•	 Data Entry 

•	 Choose the correct type and speed.
•	 No Connection

•	 T1

•	 T3

•	 28.8 Modem

•	 33.6 Modem

•	 56K Modem

•	 Cable Modem

•	 ISDN

•	 56K Frame Relay

•	 128K Frame Relay

•	 256K Frame Relay

•	 512K Frame Relay

•	 1MB Frame Relay

•	 256K DSL Modem

•	 512K DSL Modem

•	 1MB DSL Modem

•	 1MB+ DSL Modem

•	 Shared Modem

•	 Other Modem

•	 Satellite

•	 MicroWave

•	 Other Type

Type of Internet Connection
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Can you see pictures online?

Does Browser Display Graphics?

•	 Is the library using a World Wide Web browser software that displays graphics? This would typically 
be one of two different products: Microsoft Internet Explorer or Netscape Navigator.  Both products 
have the ability to display graphics commonly found on the Internet. There are other less commonly 
used browser products available for use on the Internet. Check with the specific manufacturer 
of the product the library uses, if the library is unsure whether or not it displays graphics.



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

Does your library provide this service?

Does Your Library Provide Wireless Public Access?

•	 Does the library provide patrons with Wireless Public Internet Access?
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•	 Circulation Systems
•	 Automated Circulation System
•	 Online Public Access Catalog
•	 Library System Vendor, Other Library System Vendor
•	 Library System Product Name, Other Library System Product Name
•	 Library System Version Number

Circulation Systems
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Is your library automated?

Automated Circulation System

•	 Does the library have an automated library system? 



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

If you’re automated, is the catalog online?

•	 If the library has an automated library system, is it an online public access catalog (OPAC)? 

Online Public Access Catalog
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Who is your vendor?

•	 The vendor is the name of the specific corporation that develops the software the library uses. 
•	 Data Entry

•	 If the library has an online public access catalog, provide the name of the library system software vendor. 
If it is not listed in dropdown list, select ‘Other Vendor’ and provide the name of the library system 
software vendor in the next field. Examples of vendors include: SIRSI Corporation and Dynix, Inc. 

Library System Vendor, Other Library System Vendor

•	 Auto-Graphics 

•	 Avanti

•	 Book Systems, Inc.

•	 Brodart Automation 

•	 CARL Corporation

•	 CASPR Library Systems, Inc. 

•	 COMPanion Corporation

•	 Contec North America 

•	 CRS, Inc. 

•	 Cuadra Associates, Inc.

•	 CyberTools 

•	 Data Research Associates 

•	 DIAKON Systems 

•	 Endeavor Information Systems

•	 EOS International 

•	 epixtech, inc. 

•	 Ex Libris 

•	 Follett Software Company 

•	 Fretwell-Downing, Inc. 

•	 Galatea Information Strategies, Inc. 

•	 Gateway Software Corporation 

•	 Gaylord Information Systems 

•	 GEAC

•	 Highland Library Systems 

•	 Inmagic, Inc. 

•	 Innovative Interfaces, Inc. 

•	 Keystone Systems, Inc 

•	 LGB & Associates, Inc. 

•	 LRM Systems, Inc. 

•	 MC² Systems 

•	 Minaret Corporation

•	 Neuton Data Systems 

•	 New Generation          
Technologies, Inc.

•	 Nortropic.com 

•	 NSC, Inc. 

•	 On Point, Inc.

•	 Open Source Digital        
Library System

•	 Open Text Corporation 

•	 Professional Software 

•	 Professional Software 

•	 Right On Programs 

•	 Ringgold Management Systems 

•	 Robert A. Schless & Co., Inc.

•	 Sagebrush Corporation

•	 Sanderson Computers, Inc.

•	 SIMA, Inc.

•	 SIRS Mandarin, Inc. 

•	 SIRSI Corporation 

•	 Softlink America, Inc. 

•	 Surpass Software 

•	 The Library Corporation 

•	 VTLS, Inc.

•	 Other Vendor

•	 Not Applicable
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Who is your vendor?

•	 The product name is the name of the specific software product developed by the vendor. 
•	 Data Entry

•	 If the library has an online public access catalog, provide the product name of the library 
system software in use at the library. If it is not listed in the dropdown list, select ‘Other Product’ 
and provide the product name of the library system software in the next field.

Library System Product Name, Other Library System Product Name

•	 AARCS

•	 Aleph

•	 Alexandria

•	 AmLib

•	 Athena

•	 Auto Librarian

•	 BASIS techlib

•	 BiblioFile

•	 BiblioTech PRO

•	 C2/C3

•	 Carl System

•	 Catalog Plus

•	 Circulation Desk

•	 Circulation Plus

•	 Citation Server

•	 Columbia Library 
System

•	 Computer Access 
Catalog

•	 Concource

•	 CyberTools for 
Libraries

•	 Data Research 
System

•	 Datalib

•	 Dynix

•	 Galaxy

•	 Genesis

•	 GLAS

•	 Highland Library 
Systems

•	 Horizon

•	 Horizon Sunrise

•	 ImageServer

•	 Impact/ISO ILL 

•	 Impact/ONLINE

•	 InfoLib for Web

•	 NLEX/3000

•	 Innopac

•	 ITS for Windows

•	 KLAS

•	 Library Management 
System

•	 Library World’97

•	 Library.Solution

•	 LibraryCom

•	 LiBRARYSOFT

•	 LibraryWorks

•	 Manager Series

•	 MARCit

•	 Master Library System

•	 Media Booking System

•	 MediaMinder

•	 Meriwether, 
Web OPAC

•	 MetaLib

•	 Millennium

•	 Minaret

•	 multiLIS

•	 NOTEbookS

•	 NOTIS LMS

•	 OLIB7

•	 PAL

•	 PC Card Catalog

•	 PLUS

•	 PLUS client/server

•	 Polaris

•	 PYTHEAS

•	 Qseries

•	 SFX

•	 SIMA Camelot

•	 SIMA OCAT

•	 SIRS Mandarin

•	 Softlink Alice

•	 Softlink Library 
Corporate

•	 SPYDUS

•	 STAR/Libraries

•	 Surpass

•	 T Series

•	 TAOS

•	 TECHLIBplus

•	 Textbook Management 
System

•	 TLC

•	 Unicorn

•	 VIAX Library System

•	 VIRTUA

•	 Voyager

•	 VTLS

•	 WebManager

•	 WebResource Library

•	 Winnebago Spectrum

•	 Other Product

•	 Not Applicable
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What version do you have?

•	 What specific version number of the library system software product is currently being used? 

Library System Version Number
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•	 Electronic Services
•	 Electronic Service Product #1, #2, and #3; Other Electronic Service Product #1 and #2

Electronic Services
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What other electronic products do you use?

•	 Data Entry
•	 Select the top three most heavily used Electronic Service Products in the library. If the products used are not listed, select 

‘Not Listed Here’ option and enter the product the library does use in the next field (Other Electronic Service Product #1). 

Electronic Service Product #1, #2, and #3; Other 
Electronic Service Product #1 and #2

•	 None

•	 American Business Disc

•	 Automated Reader’s Guide

•	 BigBook

•	 BookFinder

•	 Books in Print

•	 Census Mapper

•	 Census on CD-ROM

•	 Contemporary Authors

•	 Dialog

•	 Dynix Electronic Catalog

•	 EBSCO Auto Repair Database

•	 EBSCO Host

•	 Elibrary

•	 Encarta Encyclopedia

•	 Encyclopedia Americana

•	 Encyclopedia Britannica

•	 ERIC

•	 Facts on File

•	

•	 Findex

•	 Foundation Center

•	 Genetics Abstracts

•	 GPO Access

•	 Grolier Encyclopedia

•	 HeritageQuest

•	 InfoTrac

•	 Ipage

•	 LaserCat

•	 Learn-A-Test

•	 LearningExpressLibrary

•	 MapTech

•	 Medline

•	 Microsoft Bookshelf

•	 MLN Group Catalog (WorldCat)

•	 NewsBank NewsFile

•	 Novelist

•	 OCLC

•	 Oxford English Dictionary

•	 Phone Disc

•	 Poem Finder

•	 PubList

•	 PubMed

•	 Rulers

•	 Stateman’s Year-Book

•	 Statistical Abstract

•	 Statistical Universe

•	 STAT-USA

•	 Ulrich’s Plus

•	 Who’s Who

•	 World Book Info Find

•	 World Book Online

•	 World Factbook

•	 Yellow Pages
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What else would you like to tell us?

•	 Enter any discrepancies or special considerations in the Comments and Suggestions box. 
•	 Choose the Submit Page 3 button. 

Completing Page Three 
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What else would you like to tell us?

•	 Enter any discrepancies or special considerations in the Comments and Suggestions box. 
•	 Choose the Submit Page 4 button. 

Page Four
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Questions
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•	 Resolving Edits
•	 Overview

Resolving Edits
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Overview

•	 Once all libraries have submitted their statistics and the numbers have 
been reviewed by the State Library they are submitted to IMLS.

•	 IMLS prepares spreadsheets for the State Library listing edit messages which must be cleared.
•	 The State Library then works with individual libraries by fax or email 

to resolve the edits.  Acceptable responses include:
•	 Correcting the amounts 
•	 Confirming that the amounts are correct 

•	 Once all edits for all libraries are resolved, the statistics are closed 
for the year and no further adjustments are made.

•	 Sample edit message

Edit ID 50164
Edit Type Historical Edit
Edit Message Current year LIBRARY VISITS is the same as the prior year value.  Please check the current year value for pos-

sible error. 1,545 CY
Edit Condition LIBRARY VISITS (administrative entity data element #501) equals PY.

**1,545 was reported for Library Visits both years.
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•	

Edit Messages
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Questions
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•	 Online Tools
•	 Reports and Charts
•	 Publications
•	 Data Files
•	 Tools
•	 Training
•	 Links

Annual growth of WWW traffic is 314,000%.

Online Tools
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•	 Reports and Charts
•	 Custom Reports
•	 Ranking Reports
•	 Historical Reports
•	 Statewide Library Performance Indicators

Reports and Charts
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A can of SPAM is opened every 4 seconds. 

•	 The Montana State Library has developed a number of online reports, tools and 
publications to assist librarians to practically use the statistics in their communities.

•	 Reports and charts are presented in both HTML and Excel depending on 
the format required for the data type or comparison. Users may view data 
by individual library, service population, federation, or all libraries.

Overview
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•	 HTML Online Reports
•	 The  button will show/hide additional options.
•	 A radio button group  will allow the user to select one of the items. 
•	  A check box  will allow the user to select more than one item. 
•	 The  button will generate the report. 
•	 The  button will clear all items within the current step. (i.e. it will clear 
all of the individual libraries, but not the data fields selected. 

•	 Reports will default to include “All Libraries” if no other options are selected. 

Reporting Tips
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•	 Excel
•	 If Excel is not available on the local computer, please contact the State Library for assistance. 
•	 When the spreadsheet opens, it will default to a Menu page. Navigate to the reports 

by selecting one of the menu items or the tabs at the bottom of the page.

Reporting Tips
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•	 Excel
•	 In the screenshot below the pink area (may be green, blue, peach, etc.) will not print, 

the yellow is a selectable item and will not print, and the white area will print. 

Reporting Tips
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The average person makes about 1,140 telephone calls each year. 

•	 Excel
•	 These spreadsheets are provided for library use and may be customized. If the user 

chooses to save a copy of the spreadsheet, it will be saved to the local computer. 
It is not possible for users to make changes to the online master file. 

•	 Charts may be pasted into Word documents, etc. Consult the software’s instructions for importing charts. 

Reporting Tips
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The average person laughs 15 times a day. 

•	 Custom Reports
•	 Category
•	 Charts
•	 Multiple Fields

Custom Reports
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•	 Category reports show all items in a selected category. (i.e. Income, Automation, 
Collection, etc.) and users may choose which libraries are included. The library 
name and service population are included by default on all reports. 
•	 Report Instructions

•	 Step 1: Choose Report Year
•	 Step 2: Choose Report Type

•	 Select a Category from the list. 

•	 Step 3: Choose Libraries
•	 Select one or a combination of the following: 

•	 Choose all libraries

•	 Choose Population Group (one, many, or none)

•	 Choose Individual Library (one, many, or none)

•	 Choose the Go button to generate the report.

•	 Demonstration

Category
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•	

Category
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In 75% of Americans households, women manage the money and pay the bills. 

•	 Custom charts are graphic representations of field values. Users select a 
single field and which libraries to include on the report. The library name, field 
value, and service population are included by default on all reports. 
•	 Report Instructions

•	 Step 1: Choose Report Year
•	 Step 2: Choose Report Type

•	 Select one field from the list. 

•	 Step 3: Choose Libraries
•	 Select one or a combination of the following: 

•	 Choose all libraries

•	 Choose Population Group (one, many, or none)

•	 Choose Individual Library (one, many, or none)

•	 Choose the Go button to generate the report.

•	 Demonstration

Charts
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•	

Charts
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•	 Multiple Field reports allow users to select multiple data fields as well as which libraries to include on 
the report. Fields may belong to any category. The library name is included by default on all reports. 
•	 Report Instructions

•	 Step 1: Choose Report Year
•	 Step 2: Choose Report Type

•	 Select multiple fields from the list. 

•	 Step 3: Choose Libraries
•	 Select one or a combination of the following: 

•	 Choose all libraries

•	 Choose Population Group (one, many, or none)

•	 Choose Individual Library (one, many, or none)

•	 Choose the Go button to generate the report.

•	 Demonstration

Multiple Fields
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•	

Multiple Fields
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You share your birthday with at least 9 million other people in the world. 

•	 Ranking Reports
•	 Data Element Ranking
•	 Individual Library Ranking Summary

Ranking Reports
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•	 Data Element Ranking reports include rankings for individual data items (i.e. 
Circulation, Print Materials, etc.) and initially show all public libraries. The library 
name, population group, federation, data value, and rank are included on all reports. 
Rankings are based on the 80 public libraries in the state of Montana and a rank 
of one represents the high value. Ties have been resolved alphabetically.
•	 Report Instructions

•	 Step 1: Open the Excel File
•	 Step 2: Choose the Data Element Ranking Report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 Step 3: From the Select Data Element dropdown list choose the field to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration

Data Element Ranking
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•	

Data Element Ranking
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Individual Library Ranking Summary

•	 Individual Library Ranking Summary reports include rankings for all data items for 
an individual library. The data field name, value and rank are included for all items. 
Rankings are based on the 80 public libraries in the state of Montana and a rank of 
one represents the high value. Ties have been resolved alphabetically.	
•	 Report Instructions

•	 Step 1: Open the Excel File
•	 Step 2: Choose the Individual Library Ranking Summary Report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 Step 3: From the Select Data Element dropdown list choose the library to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration
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•	

Individual Library Ranking Summary
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The average person flexes the joints in their finger 24 million times during a lifetime. 

•	 Historical Reports
•	 Overview
•	 Historical Comparison Reports
•	 Historical Reports By Year
•	 Charts - Historical Comparisons and Data 
•	 Multiple Years: Library, Population, Federation, Statewide Chart - Historical
•	 Single Year: Library, Population, Federation, Statewide Chart - Historical
•	 Multiple Years: Single Library Chart - Historical
•	 Expense Comparison Charts - Historical
•	 Income Comparison Charts - Historical
•	 Collection Comparison Charts - Historical

Historical Reports
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•	 Historical Reports are viewed by individual library. To begin viewing 
these reports, users must first choose the correct library.
•	 Historical Comparison Reports 
•	 Historical Reports By Year 
•	 Charts - Historical Comparisons and Data 

Overview
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•	 Historical Comparison Reports include values for data items back to 1999. Reports are 
viewed by individual library and users may select the category of items to be included.
•	 Report Instructions

•	 Select the individual library to be viewed
•	 Under Historical Reports choose individual library from the dropdown list. The user 

will be taken to the Historical Reports page for that library.

•	 Choose the report Category link
•	 Demonstration

Historical Comparison Reports



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	

Historical Comparison Reports
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Historical Reports By Year

•	 Historical Reports by Year include all data items for a single year by individual library. 
•	 Report Instructions

•	 Select the individual library to be viewed
•	 Under Historical Reports choose individual library from the dropdown list. The user 

will be taken to the Historical Reports page for that library.

•	 Choose the report Year link
•	 Demonstration
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Historical Reports By Year
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Charts - Historical Comparisons and Data 

It takes about a half a gallon of water to cook macaroni, and about a gallon to clean the pot. 

•	 Introduction
•	 Overview
•	 Gathering Values
•	 Data Entry
•	 Resolving Edits
•	 Online Tools
•	 Reports and Charts

•	 Overview
•	 Reporting Tips
•	 Custom Reports and Charts
•	 Ranking Reports
•	 Historical Reports
•	 Statewide Library Performance Indicators

•	 Publications
•	 Data Files
•	 Tools
•	 Training
•	 Links
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Multiple Years: Library, Population, Federation, 
Statewide Chart - Historical

•	 This chart includes data for a single item and library over multiple years with comparisons made 
to other Montana public libraries of the same population size, the library’s federation and all public 
libraries in the State of Montana. Users may choose the library for comparison and the data field.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Multiple Years: Library, Population, Federation, Statewide report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the library and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration
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Multiple Years: Library, Population, Federation, 
Statewide Chart - Historical
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•	 This chart includes data for a single item for a single year with comparisons made to other 
Montana public libraries of the same population size, the library’s federation and all public libraries 
in the State of Montana. Users may choose the year, library, and data field for comparison.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Single Year: Library, Population, Federation, Statewide report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the year, library, and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration

•	

Single Year: Library, Population, Federation, 
Statewide Chart - Historical
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Single Year: Library, Population, Federation, 
Statewide Chart - Historical
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More Monopoly money is printed in a year than real money throughout the world. 

•	 This chart includes data for a single item and library over multiple years. 
Users may choose library, and data field for comparison.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Multiple Year: Single Library report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the library, and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration

Multiple Years: Single Library Chart - Historical
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Multiple Years: Single Library Chart - Historical
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Expense Comparison Charts - Historical

Your brain weighs around 3 pounds. All but ten ounces is water. 

•	 This chart includes Expense related data items for a single year and library with comparisons 
made to other Montana public libraries of the same population size, the library’s federation 
and all public libraries in the State of Montana. A separate chart is created for each of 
the comparison groups. Users may choose the year and library for comparison.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Expense Comparison Charts report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the library, and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration
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Expense Comparison Charts - Historical
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•	 This chart includes Income related data items for a single year and library with comparisons 
made to other Montana public libraries of the same population size, the library’s federation 
and all public libraries in the State of Montana. A separate chart is created for each of 
the comparison groups. Users may choose the year and library for comparison.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Income Comparison Charts report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the library, and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration

Income Comparison Charts - Historical
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Income Comparison Charts - Historical
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Collection Comparison Charts - Historical

Fingernails grow nearly 4 times faster than toenails. 

•	 This chart includes Collection related data items for a single year and library with comparisons 
made to other Montana public libraries of the same population size, the library’s federation 
and all public libraries in the State of Montana. A separate chart is created for each of 
the comparison groups. Users may choose the year and library for comparison.
•	 Report Instructions

•	 Open the Excel File (Charts - Historical Comparisons and Data)
•	 Choose the Collection Comparison Charts report

•	 Select this item from the Menu or by clicking on its tab at the bottom of the screen.

•	 From the dropdown lists choose the library, and Comparison Type (field) to be viewed.
•	 View the Reporting Tips page for more information on selecting, filtering, and sorting this data.
•	 Demonstration
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Collection Comparison Charts - Historical
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•	 Statewide Library Performance Indicators
•	 Overview
•	 Visits Per Capita
•	 Collection Turnover Rate
•	 Circulation Per Capita
•	 Circulation Per Capita
•	 Income Per Capita

Statewide Library Performance Indicators
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The average person has over 1,460 dreams a year. 

•	 The Performance Indicators are a series of charts which illustrate measures used to evaluate library 
services.

•	 The core performance measures currently available online are:
•	 Visits per capita 
•	 Collection turnover rate 
•	 Circulation per capita 
•	 Income per capita 

•	 Performance measure information is included in the Custom Reports and Charts section for 
individual libraries.

Overview
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•	 Visits Per Capita relates the number of people visiting the library to the population served. It can 
be thought of as representing the average number of times during a year that a member of the 
community uses the library. Visits Per Capita is calculated by dividing the library total attendance by 
the service area population.

Visits Per Capita
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Visits Per Capita

•	 Factors that Influence the Measure
•	 Fluctuation in the size of the service area population
•	 Library hours of service
•	 Physical arrangement and convenience of library facilities
•	 Community awareness of library service
•	 Special programs--prizes, reading programs, etc.
•	 Library circulation or acquisitions policies, loan period, fines
•	 Age, condition, and size of the library’s collection 
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Visits Per Capita

•	 Interpretation and Use
•	 Visits Per Capita is one measure of the community’s use of the library, whether for materials, programs, or 

meetings. A high score on the measure indicates heavy use of the facility. A low score may indicate several 
things. For example:
•	 The hours the library is open does not fit the needs of the community;
•	 The library’s collection and/or programming does not meet the community’s interests or needs;
•	 Residents may be unaware of what the library has to offer;
•	 The facility may be uninviting.
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•	 Turnover Rate measures the activity of a library’s collection, indicating the number of times each 
unit of library material would have circulated during the year if circulation had been spread evenly 
throughout the collection. It is calculated by dividing the library’s total annual circulation by total 
library holdings.

Collection Turnover Rate
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•	 Factors that Influence the Measure
•	 Increase or decrease in the annual circulation
•	 Circulation policies--loan period, fines
•	 Library acquisitions and collection development policies
•	 Special programs--prizes, reading program, etc.
•	 Community awareness of library service
•	 Library hours of service
•	 Number of library users
•	 Age, condition, and size of the library’s collection
•	 Physical arrangement and convenience of library facilities

Collection Turnover Rate
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•	 Interpretation and Use
•	 This measure related strongly to the goals each library has set for meeting the service needs of its 
community. A library which emphasizes the circulation of popular reading materials will have a higher 
Turnover Rate than a library which emphasizes subject depth in its collection and has an extensive reference 
collection.

Collection Turnover Rate
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•	 Circulation Per Capita relates the number of items a library circulates to the population served. It 
can be thought of as representing the average number of items checked out in a year by a member 
of the community. Circulation Per Capita is calculated by dividing the library’s total annual circulation 
by the service area population.

Circulation Per Capita
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•	 Factors that Influence the Measure
•	 Fluctuation in the size of the service area population
•	 Increase or decrease in the number of items circulated annually
•	 Library circulation or acquisitions policies, loan period, fines
•	 Special programs--prizes, reading programs, etc.
•	 Community awareness of library service
•	 Library hours of service
•	 Number of library users
•	 Age, condition, and size of the library’s collection
•	 Physical arrangement and convenience of library facilities

Circulation Per Capita
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•	 Interpretation and Use
•	 The library’s collection may not meet community needs or interests;
•	 Community residents may be unaware of the library’s resources;
•	 The library may have an extensive collection of non-circulating materials.

Circulation Per Capita
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•	 Income Per Capita relates library income to the population of the service area served. It is obtained 
by dividing the library’s total income by the service area population. Figures shown here are based 
on each library’s total income, which includes city, district, county, state, federal, and other income.

Income Per Capita



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	 Factors that Influence the Measure
•	 Overall local economic conditions
•	 Changing tax base
•	 Demands on local government for all public services in general and library service specifically
•	 Community perception of the importance and value of library service
•	 Political climate
•	 Changes in the availability of state and federal grants

Income Per Capita
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•	 Interpretation and Use
•	 Knowing the extent to which a city, district or county government is providing the financial support possible for 

its library is valuable information for public librarians and their boards.

Income Per Capita
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Publications

•	 The Publications area of the online Public Library Statistics section contains documents 
distributed by the State Library such as the Annual Report of Statistics.
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Data Files

•	 The State Library has provided data files (Excel) containing all library statistics going back to 1998.



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

Questions



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	 Tools
•	 Return on Investment Calculator
•	 Brochures
•	 Scripts

Tools
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Only 1 person in 2 billion will live to be 116 or older. 

•	 The Return on Investment Calculator returns a value based on how much a patron 
uses the services available at a specific library. The calculator uses the specific 
library’s Income Per Capita, but cost per service is a “statewide” number.

•	 To access a library’s calculator, choose the library’s name from the dropdown list.
•	 This tool is also available under Scripts.

Return on Investment Calculator
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Overview
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Women’s hair is about half the diameter of men’s hair.

Brochures

•	 Brochures
•	 Overview
•	 Annual Report of Statistics - Internal
•	 Annual Report of Statistics - External
•	 Annual Report of Statistics - External - Editable
•	 Fast Facts Flyer
•	 Performance Measures/Workload Indicators Flyer
•	 What’s Your Story? Find It At the Library Bookmark
•	 Poster – Collection Outline
•	 Poster - Detailed
•	 Statistics Art
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•	 Through the use of data merging software, the State Library has provided a series 
of personalized brochures and other print publications for individual libraries. 
Statistics and contact information have been integrated into this series of pdfs.

•	 To select a brochure, choose the library’s name from the dropdown list and select 
the Go button. Editable brochures may be saved to the library’s computer.

•	 Please contact the State Library regarding any formatting issues.

Overview
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•	 The Annual Report of Statistics - Internal has been designed to work 
as the internal part of a brochure. External options include the Annual 
Report of Statistics - External or the Editable version, etc. 

•	 The Internal report is a by individual library rendering of the Annual Report of 
Statistics published each year by the State Library. The report shows all data 
items, the performance measures, and a variety of charts and graphs.

Annual Report of Statistics - Internal
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 General 
 Branches 2 
 Bookmobiles 0 
 Registered Borrowers 4,600 
 Service Area Population 5,970 
 Square Footage 15,442 

 Circulation - Total  112,100 
 Children’s 48,000 
 Other 64,100 

 Programs - Total 189 
 Adult 64 
 Children’s 115 
 Young Adult 10 

 Program Attendance - Total 2,477 
 Adult 782 
 Children’s 1,655 
 Young Adult 40 

 Program and Program Attendance Comparisons 
 Number of Programs (%) 
 Program Attendance (%) 

Adult Children Young Adult

 Service Hours 87 
 Main 47 
 Branches 40 
 School 0 
 Bookmobiles 0 

 Automation 
 Internet Computer Users - Yearly 13,000 
 Public Access Internet Computers 12 

 Interlibrary Loans 
 In State Borrows 45 
 In State Loans 107 
 Out of State Borrows 19 
 Out of State Loans 4 

 Staff  - Total 5 
 FTEs Librarians 4 
 FTEs with MLS 0 
 FTEs Other Staff  1 
 Non-Paid Staff  Hours 2 

 Transactions 
 Directional - Yearly 12,220 
 Library Visits - Yearly 47,320 
 Procedural - Yearly 10,816 
 Reference - Yearly 4,680 

 Income - Total 184,939 
 City 0.00 
 County 181,174.00 
 State - Total 3,765 

 Coal Severance Tax 1,813 
 Interlibrary Loan 976 
 Per Capita/Square Mile 976 

 Federal 0 
 Other 0 

 Income Comparison 

OtherFederalStateCountyCity

 Capital Revenue - Total 0 
 Local 0 
 State 0 
 Federal 0 
 Other 0 

 Mills 
 City 0 
 County 719 
 District 0 
 Additional 0 

 Expenditures - Total 175,404 
 Salaries 102,679 
 Benefi ts 5,475 
 Continuing Education 1,000 
 Collection - Total 35,250 
 Print Materials 23,250 
 Electronic Materials 8,000 
 Other Materials 4,000 
 Other 31,000 

 Expense Comparison 

OtherCollectionCont EdBenefitsSalaries

 Capital Expenditures - Total 0 
 Building 0 
 Collection 0 
 Equipment 0 
 Other 0 

Chouteau County Library Annual Report of Statistics 2007 - 2008
 Performance Indicators 

 Circulation Per Capita 18.78 
 Collection Per Capita 7.64 
 Collection Turnover Rate 2.46 
 Expenditures Per Capita 29.38 
 Income Per Capita 30.98 
 Visits Per Capita 7.93 

 Circulation Per Capita: 2000 - 2008 
 Relates the number of items a library 
circulates to the population served. 
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 Visits Per Capita: 2000 - 2008 
 Relates the number of people visiting the 

library to the population served. 
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 Income Per Capita: 2000 - 2008 
 Relates library income to the population served. 
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 Collection Turnover Rate: 2000 - 2008 
 Measures the activity of a library’s collection, indicating the number 
of times each unit of library material would have circulated during 
the year if circulation had been spread throughout the collection. 
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Annual Report of Statistics - Internal
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The entire length of all eyelashes shed by a human in their life is over 98 feet. 

•	 The Annual Report of Statistics - External has been designed to work as the external part 
of a brochure. Internal options include the Annual Report of Statistics - Internal, etc. 

•	 The External report includes a summary of the statistics, contact information 
and where applicable a photo of the individual library.

Annual Report of Statistics - External
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 Lewistown 
Public Library 

  
  

 This report contains statistical information for 
Lewistown Public Library.  All statistics are for the 
reporting period July 2007 through June 2008.  The 
library cooperates with the Montana State Library and 
in turn the Institute of Museum and Library Services 
(IMLS), which develops and compiles national public 
library statistics for the United States.  Lewistown 
Public Library provides this information so that 
policy-makers, funders, trustees, and librarians can 
identify trends in the country’s library services. 

 The information in the report is presented in two 
main sections - general data elements and perfor-
mance measures.  In the fi rst section, data elements 
are listed with their rankings within the state.  These 
rankings are based on the 80 total public libraries 
in the state of Montana, a rank of one represents 
the highest value and ties have been resolved 
alphabetically. 

 The items in the second section, performance 
measures, are included because of their potential 
applications to library services planning and because 
of their usefulness as general indicators of library 
service.  Further information on survey method-
ology and the application of these statistics may 
be found through the Montana State Library’s 
Web Site at:  http://msl.mt.gov/for_librarians/
for_public_librarians/statistics/. 

 Collection - Total 47,818 
 Print 34,716 
 Current Print Serial Subscriptions 41 
 E-Books 9,112 
 Current Electronic Serial Subscriptions 0 
 Audios 1,712 
 Videos 1,446 
 Databases - Total 59 

 Local 2 
 State 56 
 Other 1 

 Other 791 

 What could you fi nd at the  

Lewistown Public Library ? 

 (2007 - 2008) 
  

 1,712 Audios

34,716 Books

12 Public Internet Computers

59 Databases

9,112 E-Books

41 Magazines

791 Other Items

51 Adult Programs

125 Children’s Programs

12 Young Adult Programs

10,793 Square Feet

1,446 Videos

 

 Lewistown Public Library 
 701 West Main 

 Lewistown, MT  59457 
 (406) 538-5212 

 http://www.lewistownlibrary.org 
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Annual Report of Statistics - External
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•	 The Annual Report of Statistics - External - Editable has been designed to work as the external 
part of a brochure. Internal options include the Annual Report of Statistics - Internal, etc. 

•	 The External - Editable report includes an editable introduction area, contact 
information and where applicable a photo of the individual library. To edit 
the brochure, open it and enter the text in the text form field.

Annual Report of Statistics - External - Editable
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 Collection - Total 31,707 
 Print 20,959 
 Current Print Serial Subscriptions 25 
 E-Books 9,111 
 Current Electronic Serial Subscriptions 0 
 Audios 644 
 Videos 968 
 Databases - Total 60 

 Local 3 
 State 56 
 Other 1 

 Other 0 

 What could you fi nd at the  

Laurel Public Library ? 

 (2007 - 2008) 
  

 644 Audios

20,959 Books

8 Public Internet Computers

60 Databases

9,111 E-Books

25 Magazines

10 Adult Programs

54 Children’s Programs

8 Young Adult Programs

6,000 Square Feet

968 Videos

 

 Laurel Public Library 
 PO Box 68 

 Laurel, MT  59044 
 (406) 628-4961 

 http://www.laurelpubliclibrary.org 

 Laurel Public Library 
  
  

Annual Report of Statistics - External - Editable
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It only takes 7 pounds of pressure to rip your ear off. 

•	 The Fast Facts flyer includes a sample of data items useful for highlighting library services and 
the collection, contact information and where applicable a photo of the individual library. 

Fast Facts Flyer
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Meagher County/City Library  
Fast Facts

Meagher County/City Library  
holds 26,068 items

935 Audios  

15,304 Books  

10 Public Internet Computers  

58 Databases  

9,111 E-Books  

1 Magazine  

247 Other Items  

13 Adult Programs  

61 Children’s Programs  

2,150 Square Feet  

412 Videos

• 

•  Meagher County/City Library patrons visited 
their public library an average of six times 
throughout the year, for a total of 11,492 visits 
in 2008. 

•  Meagher County/City Library patrons checked 
out 13,043 items in 2008, about 7 per person. 

•  Librarians at Meagher County/City Library 
fi elded 1,300 reference question in SFY 2008, or 
25 per week. 

•  The library has ten Public Internet Computers, 
and averages 155 users per week. 

  Meagher County/City Library
 PO Box S 

 White Sulphur Springs, MT  59645 
 (406) 547-2250 

  

Fast Facts Flyer
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Odds of being killed in a plane crash -1 in 25 million. Odds of 
being killed by falling out of bed - 1 in 2 million.

Performance Measures/Workload Indicators Flyer

•	 The Performance Measures/Workload Indicators flyer includes a series 
of data items useful for assessing library services and needs, contact 
information and where applicable a photo of the individual library. 
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FY 2005 FY 2006 FY 2007 FY 2008

Library Expenditures per capita  
Based on estimated service population for each year

$31.30  
948

$42.14  
948

$37.32  
948

$43.26  
948

Library materials checked out per year 7,963 6,571 6,404 4,137

Number of programs presented per year  
Attendance at programs

6  
174

12  
421

37  
312

108  
783

People using public computers per year 4,940 5,252 4,576 3,640

Building traffi  c 11,596 12,792 10,608 10,556

FY 2005 FY 2006 FY 2007 FY 2008

Collection Turnover Rate 0.54 0.55 0.34 0.00

Reference transactions answered per year 728 676 832 728

Interlibrary loans (to other libraries)  
Interlibrary borrows (from other libraries)

0  
119

0  
87

139  
121

99  
237

Volunteer hours utilized 2,444 2,444 2,080 2,080

Sheridan Public Library

 PO Box 107  Sheridan, MT  59749 
 (406) 842-5770 

 http://sheridanlibrary.googlepages.com/ 

Performance Measures

Workload Indicators

Performance Measures/Workload Indicators Flyer
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•	 The What’s Your Story? Find It At the Library Bookmark includes contact information, a 
sampling of library statistics, and where applicable a photo of the individual library. 

What’s Your Story? Find It At the Library Bookmark
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What’s Your Story? Find It At the Library Bookmark

 Moore Public Library  
PO Box 125  

Moore, MT  59464  
(406) 374-2364 

 Fast Facts 
 Moore Public Library patrons 
visited their public library an 

average of twenty-three times 
throughout the year, for a 

total of 4,212 visits in 2008. 

 Patrons checked out 2,480 items in 
2008, about 13 items per person. 

 Librarians fi elded 1,144 
reference question in SFY 

2008, or 22 per week. 

 The library has one public 
internet computer, and 

averages 11 users per week. 
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 Fast Facts 
 Moore Public Library patrons 
visited their public library an 

average of twenty-three times 
throughout the year, for a 

total of 4,212 visits in 2008. 

 Patrons checked out 2,480 items in 
2008, about 13 items per person. 

 Librarians fi elded 1,144 
reference question in SFY 

2008, or 22 per week. 

 The library has one public 
internet computer, and 

averages 11 users per week. 
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Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

The average human produces 25,000 quarts of spit in a 
lifetime, enough to fill two swimming pools.

•	 The Poster – Collection Outline includes contact information, collection numbers, 
and a few select statistics for the individual library.  Print size is 11x17 inches.

Poster – Collection Outline



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

•	

 Conrad Public Library 
 15 4th Avenue SW 
 Conrad, MT  59425 
 (406) 271-5751 

657 Audios  

16,787 Books  

10 Public Internet Computers  

58 Databases  

9 Electronic Magazines  

6 Magazines  

5,865 Other Items  

16 Adult Programs  

159 Children’s Programs  

15 Young Adult Programs  

12,042 Square Feet  

1,124 Videos

 Conrad Public Library 
patrons visited their public 
library an average of fi ve 
times throughout the year, 
for a total of 23,868 visits in 
2008. 

 Patrons checked out 24,953 
items in 2008, about 6 items 
per person. 

 Librarians fi elded 2,600 
reference question in SFY 
2008, or 50 per week. 

 The library has ten public 
internet computers, and 
averages 258 users per 
week. 

Conrad Public Library

Poster – Collection Outline
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Poster - Detailed

•	 The Poster – Detailed publication is a by individual library rendering of the Annual Report 
of Statistics published each year by the State Library. The report shows all data items, the 
performance measures, and a variety of charts and graphs.  Print size is 11x17 inches.
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Plains Public Library District

 Collection - Total 25,563 
 Print 15,702 
 Current Print Serial Subscriptions 45 
 E-Books 9,111 
 Current Electronic Serial Subscriptions 1 
 Audios 338 
 Videos 251 
 Databases - Total 59 

 Local 3 
 State 56 
 Other 0 

 Other 115 

 General 
 Branches 0 
 Bookmobiles 0 
 Registered Borrowers 2,619 
 Service Area Population 3,808 
 Square Footage 2,800 

 Circulation - Total  33,137 
 Children’s 3,892 
 Other 29,245 

 Programs - Total 27 
 Adult 5 
 Children’s 15 
 Young Adult 7 

 Program Attendance - Total 454 
 Adult 100 
 Children’s 270 
 Young Adult 84 

 Service Hours 30 
 Main 30 
 Branches 0 
 School 0 
 Bookmobiles 0 

 Automation 
 Internet Computer Users - Yearly 15,080 
 Public Access Internet Computers 5 

 Interlibrary Loans 
 In State Borrows 154 
 In State Loans 255 
 Out of State Borrows 50 
 Out of State Loans 26 

 Staff  - Total 2 
 FTEs Librarians 1 
 FTEs with MLS 0 
 FTEs Other Staff  1 
 Non-Paid Staff  Hours 1 

 Transactions 
 Directional - Yearly 3,588 
 Library Visits - Yearly 19,136 
 Procedural - Yearly 23,400 
 Reference - Yearly 6,760 

 Income - Total 80,807 
 City 11,949.00 
 County 63,815.00 
 State - Total 3,749 

 Coal Severance Tax 2,865 
 Interlibrary Loan 442 
 Per Capita/Square Mile 442 

 Federal 0 
 Other 1,294 

 Capital Revenue - Total 0 
 Local 0 
 State 0 
 Federal 0 
 Other 0 

 Mills 
 City 0 
 County 0 
 District 5 
 Additional 4 

 Expenditures - Total 78,074 
 Salaries 41,456 
 Benefi ts 5,775 
 Continuing Education 1,797 
 Collection - Total 9,042 
 Print Materials 8,497 
 Electronic Materials 545 
 Other Materials 0 
 Other 20,004 

 Capital Expenditures - Total 0 
 Building 0 
 Collection 0 
 Equipment 0 
 Other 0 

 Performance Indicators 
 Circulation Per Capita 8.70 
 Collection Per Capita 6.71 
 Collection Turnover Rate 1.30 
 Expenditures Per Capita 20.50 
 Income Per Capita 21.22 
 Visits Per Capita 5.03 

  

 Circulation Per Capita: 2000 - 2008 
 Relates the number of items a library 
circulates to the population served. 
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 Visits Per Capita: 2000 - 2008 
 Relates the number of people visiting 
the library to the population served. 
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 Income Per Capita: 2000 - 2008 
 Relates library income to the population served. 
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 Collection Turnover Rate: 2000 - 2008 
 Measures the activity of a library’s collection, 

indicating the number of times each unit 
of library material would have circulated 

during the year if circulation had been 
spread throughout the collection. 

1.0

1.5

2.0

200820072006200520042003200220012000

Annual Report of Statistics  2007 - 2008
• 

•  Plains Public Library District patrons visited their public library 
an average of fi ve times throughout the year, for a total of 19,136 
visits in 2008. 

•  Patrons checked out 33,137 items in 2008, about 9 per person. 

•  Librarians fi elded 6,760 reference question in SFY 2008, or 130 per 
week. 

•  The library has fi ve Public Internet Computers, and averages 290 
users per week. 

  Plains Public Library District  

 PO Box 399 

 Plains, MT  59859 

 (406) 826-3101 

 http://montanalibraries.org/ 

Poster - Detailed
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•	 The Statistics Art section includes the artwork used in the brochures and 
is provided for individual library use in other publications.

Statistics Art

Poster Sidebar Brochure Front Tree JPEG

Bookmark - Clouds
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•	 Scripts containing urls to commonly accessed statistics pages have been provided for use on 
library websites. To use the scripts, copy and paste the code as a link on the local library website.
•	 Public Library Statistics Report Link

•	 A link that takes users directly to their library’s Public Library Statistics for the most current fiscal 
year. To begin, select the library’s name from the Scripts dropdown list on the Tools page.

•	 Public Library Statistics Report Link - Historical Comparison
•	 A link that takes users directly to their library’s Historical Comparison report.

•	 Return on Investment Calculator
•	 A link that takes users directly to their library’s Return on Investment calculator.

Scripts



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

Questions



Introduction

Overview

Gathering Values

Data  Entry

Resolving Edits

Online Tools

The average woman consumes 6 pounds of lipstick in her lifetime. 

•	 Training
•	 Statistics Manual
•	 Tutorials
•	 Definitions
•	 Methodology
•	 Additional Training

Training
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Statistics Manual

•	 The Statistics Manual includes all of the information contained in this training, links, and samples.
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Tutorials

•	 The Tutorials are a series of Flash movies covering such topics as the Data 
Entry System, creating reports, and the Online Statistics Tools.
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Definitions

•	 Definitions are included for each of the statistics. Information includes statistic category, 
State Library definition, detailed Federal definition and a link to Edit Messages.
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Methodology

•	 Methodology information is included for applicable statistics.
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•	 WebPLUS User’s Guide
•	 The WePLUS User’s Guide is the document distributed by IMLS to State Data Coordinators which 
lists guidelines, instructions, definitions, and edit messages for the federal statistics program.

•	 Recent Trainings
•	 The Recent Trainings section includes materials from statistics trainings.

Additional Training
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•	

Links
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