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Quick Start Guide to Completing Your Annual Report with LibPAS  
 

Logging In 

Log in at www.incountingopinions.com with the ID and password shared via the 
instructional email announcing the official launch of the report.  

 

Once logged in, you’ll see a welcome screen with your library’s name. Hit the “Enter” 
button to access the report; you shouldn’t need any of the circled options in the banner 
beyond “logout.” 

 

 

 

Navigating the report 

There are several ways to navigate the report.  
 

You can open or close the entire report by using the Open All and 
Close All buttons in the navigation box to the left of the screen. You 
can expand an individual section by clicking on it in the navigation 
box, or on the large, grey section dividers. 

 
 

  

http://www.incountingopinions.com/


2 
 

Entering Data When you enter data in an answer field and hit ‘Enter’, the survey 
AUTOSAVES and automatically advances the cursor to the next field. 

You can also use your mouse to click in any answer field, or you can use the tab key to 
move through fields. You can manually save at any point by using the save button in the 
navigation box on the left.  

 

Flagging a Question 

Click on the box to the left of each question to mark it with a blue 
checkmark as a reminder to revisit it later. 

 

Definitions, Tool Tips, and Local Notes    

When you hover over the 
question text, you may 
see a tool tip pop up. This 

may be a shortened version of the definition or other information to help you answer it. 
 

 
 

If you click on the question number, 
you’ll open a “Question Notes” box. 
Here you’ll see the full definition, as 
well as a space to leave a local note 
for yourself or others at the library. 
Save the note by selecting “add.” 

 

 

 

 

If you need to leave an annotation to clear an edit check (or 
to share with additional information with ILS), click on the 
small note icon to the left of the answer field. 
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Clearing Edit Checks and Submitting the Report 

When you’re ready to submit the report – or if you just want to make corrections as you go – 
hit the “verify” button to the upper right of the report to bring up a list of unanswered 
questions and edit checks that need cleared. 

 

  

 

They’ll first appear as list of issues highlighted in red at the start of your survey with no 
question numbers attached. Keep scrolling! Once you get past the red list, you’ll find that 
these issues are also flagged on the corresponding questions in the report, which you can 
then correct. 

 

 

 

Note: each edit check shows the FULL calculation behind the check. Feel free to skip over 
those numbers straight to the explanatory text. 

Once done, hit the “SUBMIT/LOCK” button. 
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