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What’s in it for me?



A funny thing happened on the way to the workshop. . . .



Outline

• Background
• Getting started, and deadlines
• The online form
• The information you need
• Minor changes since last year



Background

• Required by law
• Wisc. Stats. 43.58 (6)
• Library Board Powers and Duties



• USE the data from the report
• Powerful tools to:

– Report to your board
– Support budget requests
– Assist with building/space planning
– Document library’s importance in community

What’s in it for you?

Background



USE the Report!



• You can compare:
– Your library to itself (year to year)
– Your library to other libraries

• Wisconsin Public Library Statistics
(http://dpi.wi.gov/pld/dm-lib-stat.html)

• State data also reported at national level.
   (http://harvester.census.gov/imls/publib.asp)

Background
Consistency



Time to Get Started!
• Start early.
• Read everything.
• Follow directions.
• Meet deadlines.
• Questions?  Just ASK!

What’s in it for you?



Getting Started–And Help

• SCLS Public Library Annual Report page
http://www.scls.info/management/annual/index.html

• Contains links to information from:
– SCLS
– DLTCL
– LINK [LINK password required]



Getting Started / Help

• Cheryl Becker
– (608) 246-7973
– cbecker@scls.lib.wi.us

• Email list (scls-annreport)
– http://lists.scls.lib.wi.us/mailman/listinfo/scls-

annreport
• LINK reports (for LINK libraries)
• Each other!



Get off to a Good Start
• Start Now!!
• READ the memos and instructions.
• Do you have Adobe Reader 7.0?

– Check NOW!
– If you don’t:

• For LINK workstations, call Automation Help Desk
• 608-266-6394

• Complete a scratch paper copy.
• Complete the report online.
• Deadlines.



Start→Programs→Adobe Reader X.X

Do you have Adobe
Reader? What version?

(7.0 or
higher is
required)



Deadlines:

• Let me know by February 15 that your
report is ready for me to review.

• 2 printed signed copies due to me by
February 25.  (Other copies also
required)



The report is filed online

• Pre-filled information
• Answer every question (unless allowed)
• Pay attention to directions and definitions
• Save/Return button
• Variances (“edit checks”)
• Comments sections
• When (and when NOT) to “Submit”



Enter User Name
and Password.

Click Submit.

http://www3.dpi.wi.gov/FormFinder



Click on “Annual Report” to begin.



Next, click on “Report Prod”



“Initiate New Process” to begin.

Once you have entered and saved data, click on
“In Process” to return to your form



Click Next
to begin.(Link to Adobe Reader)



Or, skip this section.

Click to work on this section.



Ignore this message.  Just click on “Close.”





Comments can be helpful!

Be SURE to click on Save/Return, or your
data will be LOST!



Some questions, especially in Sec. 1, may trigger “edit checks” or
variances.  You must give an explanation before you can Save and
move on.



Clicking on Submit
locks your report



Reporting the Information:
• Part I (General Information):

–   You know this stuff.
• Parts II (Collection) and III (Services):

– Catalog reports
– LINK reports
– Records you’ve kept (programs, etc.)
– ONLY cataloged items.
– Note: downloadable audio

• LINK libraries
• NOT video



TIP

• Be sure to read and follow all instructions.

• If you have don’t have some data, be sure
to start keeping good records for the
future.

• The form changes very little from year to
year.



Reporting the Information

• Part IV (Library Board):
– You know this!
– Current board members
– “As of the date of this report.”
– Include vacancies.
– #2.  Indicate number of board members

(tip: I may ask you about this.)



Reporting the Information:
• Part V:  Your 2007 Operating Revenue:

– Your records
– Your municipality
– www.scls.info/management/annual/memo.html  has

info about state funds, etc. paid to you
– Pay special attention to:

• Funds carried forward (6)
• All other operating income (7)
• 2008 LOCAL appropriation (9)

(tip: I may ask you about these)





Reporting the Information:

• How you spent funds in 2007
• Part VI (Operating Expenses)
• Part VII (Capital Income and Expenses)
• Where to find:

– Your records
– Your municipality
– www.scls.info/management/annual/memo.html
– Pay attention to the definitions!

• # 7 of Part VI is important





Reporting (Still More!) Information
• Part IX  (Staff):

– As of the last day of 2007.
– Include vacancies.
– Read the directions.

• Part X (“Other Funds”):
– Enter total other funds held by library
– Attach a report of activity
– Funds in SCLS “holding accounts” included

here



Still Reporting Information
• Part XI (Loans to Nonresidents):

– Circulation records
– Circ by PSTAT reports (for LINK libraries)

• Circ to people outside your municipality.

What’s in it for you?

Payments from your county and adjacent counties



Reporting the (last) Information
• Part XII  (Technology and Youth Services):

– You should know this.
• Part XIII (Special Needs):

– This is NEW. Check the boxes that apply.
• Part XIV(Assurance of Compliance):

– Important for System membership.
– Be careful and honest.

• Part XV (Signatures and date):
– Board must sign approve and sign.
– Timeline may require a special or rescheduled board

meeting?



Changes from Last Year
• Section I (General Information):

– #22. New or remodeled building in 2007?
• Section III (Services):

– #7.  Locally licensed databases–Sessions.
(Most of you don’t have these)

• Section XIII. (Special Needs):
– Entire section is new.  Check all that apply.



Recap
• Read
• Everything
• What info do you need?
• Ask questions
• Remember: Board approval, signatures,

copies to SCLS
• Deadlines

REWARD



What’s in it for You?
(REWARDS)

• Reality (The numbers don’t lie)
• Equity (consistency– library to library, year to

year)
• Within the Law

– Required by statute
– Certify compliance with system membership

• Advocacy (Use the data!)
• Relax (after you’re done)
• Documentation (of performance)
• Statistics



Questions?

Cheryl Becker
608-246-7973
cbecker@scls.lib.wi.us
IM:  sclscheryl


