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How to print your Public Library Survey in Counting Opinions 
 

1. If you want to show the previous year’s data with your current survey year, simply select Hide to hide the 
side navigation panel, right click on your screen, and select print.  

 

OR 
2. Select Print at the top of the screen.

 
 
 

3. You then have the option to print the Template or Screen (which will include definitions). 
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4. If you select Template, it will give you the option to open or save your file.

 
5. The Template will be formatted like this but will include your data. 

 
 
 

6. If you select Screen it will ask you if you want to Print, Download PDF, or Download PDF with Breaks. We 
have found if you select either download it condenses the salary section and makes it illegible. We suggest 
selecting Print.                                    

 
 
 
 

7. It will bring up your Printer box.  In the Name dropdown menu select Adobe PDF or whatever your 
computer is set up to use (Illustrator, Paint, etc). Then select OK. 
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8. It will give you the option to name and save your file.

 
 
 

9. Once you have named and saved your file, you can open it and print.  It will be formatted like this but will 
include your data along with the instructions/definitions. 
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If you want to show the previous year’s data with your current survey year, simply select Hide to hide the 
side navigation panel, right click on your screen and select print.  
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