
Complete Your Annual Report Using LibPas Online 
The library will receive a letter or an email from the New York State Library via the vendor 
announcing that the form is ready to use. The message will include the portal site link and 
your username and password.  

• Bookmark the site so that you can return to it in the future.  
• If you misplace the username and password, click “Password reminder,” enter the 

email address for your account. Your login and password will be emailed to you.  

Login 
1. Go to http://ny.countingopinions.com  
2. Enter your Username and Password. The New York “Member” screen will display 

with 
a. An Enter button to link to the Data Input screen 
b. Updated or timely information about completing the annual report.  

3. Select Enter. The Data Input Form will display. If it doesn’t, use the Collection pull-
down menu on the screen to select the input form.  

 

 

http://ny.countingopinions.com/


Navigate the Form 

 

Data is stored as entered and permanently retained when you click Save. 

• Select Definitions to open a new tab and see information about each question. You 
can add notes for your own use that will be saved so they are available year after 
year. They could help you know about how you complete a particular question, 
where the data came from, etc. These notes are not part of your submission to DLD. 

• Select Print to print or save a PDF copy of your data.  
• Click a section in the Navigation Sidebar to go to an individual section. Sections 

can be completed in any order. Use the Hide button to hide or show the navigation 
bar. 

There are three ways to navigate through the Data Input form sections. 

• In the navigation on the left side of the screen, select the name of the section. 
• Use the Next and Previous buttons to move through the form one section at a time. 
• Select the Review button to display the entire form on one web page.  

 

  



Input the Data 

Verify or select the Collection Form, Period, and Location 

On the home screen,  

1. Verify that the following display correctly 
a. Collection: Annual Report For Public and Association Libraries  
b. Period: 2025 
c. Library: Your library name  

 

Enter Data 
• Move from field to field with your mouse, using the Tab key, or using the Enter key. 
• Fields are limited to a minimum and a specified maximum number of characters. 
• When a response that doesn’t change often is available, the field may be pre-filled. 

Some may be edited. Some are provided by DLD and locked; to correct a locked 
field, contact Allison. 

• The previous year response is typically displayed to the right of the data input field. 
• Select the Name of the field to see details about the item.  
• (Optional) Use the empty check boxes to the left of most field names to keep track 

of questions you want to return to or questions you have completed. The check 
boxes do not affect the completion of the forms.  
 



Add Notes to Explain Data 
If you enter a response that is significantly higher or lower than expected or the same as the 
previous year, a green checkmark, an edit check, may display. Review the response for 
accuracy. Update it and/or use the prompt or notepad (Annotations) icon to add a note to 
explain the response. The checks won't go away after you've entered a note (this may 
change with time). To see all the notes that you entered, click Verify and scroll to the 
bottom of the page. 

Edit checks may display by locked, locked/editable, or calculated fields; you may 
ignore them. 

Providing explanations is useful to those responsible for approving or vetting the data 
submitted and for those that might later reject or discount the results without a plausible 
explanation.  

 

 

Verify Data 
To see all the notes that you entered, click Verify and scroll to the bottom of the page. 



Lock and Approving Data 
After you input all your responses, select the Lock button.  

Email Allison to let her know that your report is ready for review. If changes are needed, she 
will unlock the report for you.  

 


