
 Completing the Colorado Public Library Annual Report 
Bookmark this survey website 

The library director and/or data managers will receive an email from the state library 
when the form is ready to use. 

Bookmark the site so that you can return to it in the future. If you misplace the 
username and password, please contact Charissa Brammer, Colorado State Data 
Coordinator by phone at 720-648-2948 (voice or text) or email at 
brammer_c@cde.state.co.us. 

Printable question definitions and explanations and a blank workbook with previous year 
data prefilled are available on the survey collection website. 

 
Login then click the Enter button.  

https://colorado.countingopinions.com/
mailto:brammer_c@cde.state.co.us
https://colorado.countingopinions.com/index.php


SCREEN LAYOUT 

The data entry screen looks like this. 

 
 

The layout and additional information. 

 
  

YOUR LIBRARY NAME HERE 



QUESTION NOTES AND EXPLANATIONS 

A sample question area. 

 
 

  

NOTES FOR YOUR INTERNAL 
USE 

Click the number next to a 
question to view instructions 
and to add internal notes for 
your use related to this 
question. This is a good place 
to indicate where you found the 
information or who in your 
library system has the data. 

NOTES FOR MESSAGES TO 
THE STATE LIBRARY 

Click on either of the notes 
icons to view previously entered 
notes related to edit check 
explanations. You can re-use 
existing notes. These are notes 
to explain to the state library 
any entries that have been 
flagged when you perform the 
data verification check. 



ENTERING DATA 

You can enter data in any order you like. The collapsible sections at the left make it 
easier to isolate specific question sections. 

Most questions have definitions available by clicking on the item number to the left of 
the question. As you enter data, you will see a small spinning wheel. This is the website 
autosaving your entries as you type them in. The fields that are automatically calculated 
will not update until you enter the underlying data by either clicking the Tab or Enter key 
on your keyboard or clicking somewhere else with your mouse after typing in the data. 

NOTES FOR FUTURE REFERENCE 

You can leave notes for yourself or others who work on the report by clicking on the 
number next to each question and entering information in the Notes box. 

VERIFYING THE DATA 

After you have completed the survey, click the Verify button at the top-right of the page. 

 
You will likely see some shocking pink error messages similar to those below. Don’t 
panic! 

 
Error messages occur for several reasons such as missing data or values that changed 
a lot compared to the previous year but that might very well be correct. 

You can click on each of the error messages to navigate to the place in the survey 
where that question is located or scroll down to the survey where the error messages 
appear beneath the relevant question in equally shocking red boxes. 



 

RESOLVING ERRORS 

If you see an “Edit Check Failed” message and it is not simply a case of missing data, 
please provide an explanation for why the data is accurate. 

 
 

Do this by clicking the small note icon to the left of the entry box. In the popup box, add 
a note explaining the odd value then click the Add button. These notes can be re-used 
on other questions that have been flagged for checking. 

You can re-click Verify whenever you wish to see which questions still need to be fixed 
or explained. 

When you have fixed or annotated all the edit checks, click the Submit/Lock button at 
the top of the page. This will notify the state library that your report has been submitted 
and is ready for review. 

  



SUMMARY REPORTS 

You will receive an email confirming your report has been submitted. The email contains 
links to a couple of simple reports in two formats: as an infographic and as a trifold 
pamphlet. 

If clicking on the link in the confirmation email produces a blank report, here is another 
way to access those reports. 

1. Log in at the survey website: https://colorado.countingopinions.com/ 
2. Click Enter. 
3. Click Reports at the top-right corner. 
4. Click the Colorado tab. 
5. Click the Merge Document tab. 
6. Click the link to the Infographic or Trifold Pamphlet to download a Word doc that 

you can print or edit. 

https://colorado.countingopinions.com/
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