Instructions for Completing 2007-2008 Plans for the Use of State Aid 

and Standards Achievement Forms
Accessing Forms

The Plans for the Use of State Aid and Standards Achievement forms are available online at the Bibliostat Collect Website: http://collect.informata.com/login.asp.  Use the same user name and password that the library uses to complete its annual report.  Click on “2007 Public Library Survey.”  Use the Survey Navigator on the left hand side of the page to scroll down to the end of the list.  After the “STATE USE ONLY” section are the forms for your library listed in capital letters.  System member libraries should wait for instructions from their system headquarters before completing the forms.

Filling Out Forms

Complete the forms online.  If further explanations are necessary use the State Notes Field on the far right-hand side of each question.  If it is necessary to exit the form before it is completed, scroll to the bottom of the page and press “Update.”  Then it is safe to log out without losing data.  Do not submit the survey until the plans and achievement forms are printed.

Printing Procedures

Select “Status and Printing” at the top of the page.  Under “Printable Reports” select either “Survey Reports” or “Annotation Reports.”  Choose “Print Selected Section” and then use the drop-down box to select the form.  Click on “Show Web Report” button. The report can then be printed or copied and pasted into a document. (TIP:  To reduce the number of pages, select “View” from the menu line at the top of the page, select “Text Size” from the drop-down menu, and select “Smallest.”)  Once the “Submit Survey” button is pressed, it is not possible to retrieve or print the form without first having the survey unlocked.

Submitting Forms

Select “Status and Printing” at the top of the page.  Press the “Submit Survey” button to lock the data and to enable your district library consultant or system administrator to review the forms.  Forward the appropriate signature pages to your district library consultant or system administrator.
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