
Creating Reports in Counting Opinions 
 

1. Go to tn.countingopinions.com and log in using your log-in information. Your home page should look like the 
picture below. Click on Reports located in the upper right hand corner. (Circled in red) 
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2. This will take you to your Manage Reports screen. From this screen you can access your previous reports 

(circled in green) or add a new report (circled in red). You can also create new folders by clicking on the plus 
sign (circled in blue) to help you keep your reports organized. 
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3. Once you add a new report, you will see this screen. First you should select the survey for which you would like 
to make a report from the drop down menu (circled in red).  
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4. Next you should name your report and add a description if you would like (circled in green), and save your 
report as a new report (circled in blue). Make sure you continue to save your report as you are working on it! 
After that you should select the library for which you would like to create a report. You can do this by clicking in 
the locations box (circled in red). 
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5. This will bring up a pop up box where you can select one or multiple libraries on which to run your report. The 
public libraries are listed under their respective regional libraries, but all libraries, including the regional 
libraries, are listed first under their city name. Once you select the libraries you want, make sure to hit the 
apply button at the top of the screen. 
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6. Next select the report type (circled in purple) and period (circled in orange).  You can use the drop down menu 
(circled in green) to navigate to a specific set of the survey questions (borrowers, collection, circulation, budget, 
etc.) or you can scroll through all of the sections in the larger box (circled in red). To select multiple questions, 
hold down the Ctrl key while clicking on the questions you would like. If you would like to select a series of 
questions  in a row, hold down the Ctrl + Shift keys and select the first question and the last question you would 
like in your report. Don’t forget to hit the add button (circled in blue) before moving on. 
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