
F O R  S O U T H  D A K O T A  P U B L I C  A N D  S C H O O L  L I B R A R I E S  

Using the  
Counting Opinions 

Reports Tool 

This tool is for SD librarians and school administrators who have account 
access on the Counting Opinions survey site.  

how to: 
Access the reports tool 

Create a report 



W H A T  Y O U  C A N  D O  W I T H  T H E  R E P O R T S  T O O L  

The Counting Opinions Reports tool  
gives you access to your survey data and the data of 

other South Dakota public and school libraries 

• Look at your library’s data across time to identify trends 
• Compare your library’s data to others in the State 
• Analyze, sort, filter, and export survey data 
• Create various kinds of tables, graphs, and charts 
 

T h e  r e p o r t s  t o o l  g i v e s  y o u  a c c e s s  t o  t h e  d a t a  
c o l l e c t e d  b y  t h e  S t a t e  L i b r a r y  v i a  t h e  

Public Libraries Survey (PLS) 
School Libraries Survey (SLS) 



This is the same 
login used for the 

survey. 

sd.countingopinions.com 



Your library or school 
district name will 

appear here. 



Navigate to the Reports tool 



Start a new report 

Think of these folders 
as your personal filing 

cabinet. 

Be sure you’re in the 
Local > Reports 

folder. 



Select the collection source 

Public Library Survey 

School Library Survey 



Public libraries period menu 

Choose the time period 

School libraries period menu 



Choose the report type 



Add performance indicators 

Performance 
indicators (PIs) = 

questions from the 
survey 



Run the report 

You can add as 
many PIs as you 
need to a report. 

Omit a PI from your report 

Change sequence of PIs on report 

Permanently delete PI from your report 



QUESTION: 
( T H I S  O N E ’ S  F R O M  T H E  P U B L I C  L I B R A R I E S  S U R V E Y )  

Let’s try one… 

What is the standard circulation period for books? 



Input report settings 

Collection: PLS 

Add PI: Circulation period for books 
(that’s question G35) 

Period: 2013 

Run the report 



Here’s your report 

See all  
libraries 



Sort 

Sort any column by 
clicking on the arrow 



Graph 

Different report 
types will create 

different  kinds of 
graphs. 

Wow! 



Export 

Your report exports 
to an Excel 

spreadsheet. 



Return to Report Settings 

You can name a report… 

…and save it to your Local Reports folder 

Return to Reports folder 



Reports saved in this 
folder are private and 
can only be viewed in 

your account. 

Back to Manage Reports screen 

Remove a report from the folder 



QUESTION: 
W H A T  I S  T H E  R A N G E  O F  L O C A L  G O V E R N M E N T  R E V E N U E  

P R O V I D E D  T O  P U B L I C  L I B R A R I E S ?  

A few more features… 

Local Government Revenue 

Reports Options can automatically calculate statistics such as total, 
minimum, maximum, average, and medium values to help you 
analyze survey data. 
 



Add a new report 

Add PI: Local Government Revenue 
(that’s question D07 on the PLS) 

…again, Public Library Survey, 2013 

Don’t click [Run] 
yet! … 



…now select the Options tab 

Select options: 
  Total 
  Avg 
  Max 
  Min 
  Median 

Run 



Additional statistics are tabulated 

See the difference between 
average & median values 

here?  
*The median is sometimes a 

more accurate measure of central 
tendency in your data. 

(Exit to return to Manage 
Reports screen.) 



Use Report Templates 

Report templates 
demonstrate how you 
can use other report 

types and functions in 
the Reports tool. 

Preset reports have been made for 
you in the Report Templates folder. 
Run them as-is or save as a new 

report to customize. 



C o n t a c t  t h e  S o u t h  D a k o t a  S t a t e  L i b r a r y  
D a t a  C o o r d i n a t o r  

Need assistance? 

Shawn Behrends 
shawn.behrends@state.sd.us 
800 Governors Drive 
Pierre  SD  57501 
605.773.3131, option 6 
 

T h e  r e p o r t s  t o o l  g i v e s  y o u  a c c e s s  t o  t h e  d a t a  
c o l l e c t e d  b y  t h e  S t a t e  L i b r a r y  v i a  t h e  

Public Libraries Survey (PLS) 
School Libraries Survey (SLS) 
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