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How to Log in
1. Go to https://illinois.libinsight.com/  SpringShare LibApps (Note this is the same website where you access LibChat) in an incognito browser window.
2. Enter the Username and Password provided by Library IT for your unit [not your personal netid]
a. Instruction, Outreach, & Public Engagement – use the same unit account that you use for Libguides 
b. Reference and gate count – use the unit account designated for this purpose by your unit head.
3. Navigate to LibInsight through the upper left dropdown menu or from the My LibApps Home page
4. From LibApps Home you select LibInsight from the center of the page
5. If using personal and unit account
a. Log into LibInsight using incognito/private window
b. Log into LibInsight into a different browser (Windows Edge, Chrome, Firefox. Etc.) that does not have a saved password

Troubleshooting Login
1. Use your UNIT login and not your personal login (should look like UI-LIB-UNIT@ad.uillinois.edu)
2. If you have a personal and LibInsight account, open LibInsight in Incognito/Private window. 
a. In Firefox, Microsoft Edge, and Chrome go to either three dots or three lines
b. Click and scroll down to incognito/private 













 (
Microsoft Edge
)[image: A screenshot of a computer menu

Description automatically generated with medium confidence][image: A screenshot of a computer

Description automatically generated] (
Google Chrome
) (
Firefox
)[image: A screenshot of a computer

Description automatically generated]



[image: ]

[image: A screenshot of a web page

Description automatically generated with medium confidence]

[image: ]

How to Record Data:
1. Using “Record Data to” dropdown in Shortcuts to select a dataset
a. For Instruction, Outreach, and Engagement Statistics, select “Information Services to Groups”
b. For Reference or Gate Count statistics, select your Unit’s unique form name
2. Start Recording!
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Information Services to Groups (Instruction and Outreach & Public Engagement)
· Core Fields
· These fields apply to all entries, regardless of the type of activity.
· Instruction 
· These fields should be entered only for Instruction Sessions.
· Outreach & Public Engagement
· These fields should only be used for Outreach & Public Engagement activities.
· Notes:
· You can enter the date manually or use the popup. Can be entered several ways such as YYYY-MM-DD HH:MM AM/PM or MM-DD-YYYY HH:MM AM/PM, etc. 
Gate/Visitor Count and Directional/Reference Transactions and Questions
1. Go to Gate/Visitor and Reference Transaction
2. Enter data in accordance with your Unit’s specifications

How to Batch Enter
Answering questions about room 66 or taught three classes in a day?
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At the bottom of the page, you have the option to “Submit” or “Submit and Clear”
· Choose number of records to insert
· By changing the number of records to insert, when you click “Submit” it will allow you to submit multiples of the same record
· For example: If you have had 5 questions in-person in a row about where to find room 66, you can change the number to 5, click submit 

· “Submit and Clear” allows you to submit but will clear the record
How to Record Statistics Late
You can manually change the time on an entry by going to and clicking inside of the date/time field. A window should pop up and you can change the time by entering the time desired or using the dropdown menu.
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Editing an Individual Record – Two Options

Option 1:
1. Go to Analyze Data
2. Filter Report by Date Range, Entered By, or Order
3. Generate Report
4. Under the Data Grid Take locate the three dots to the right of the record
5. Click the Edit Record to edit the individual record
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How to Bulk Upload

1. Got to Record data to DATASET and click the Upload File Button
2. At the top of the screen click Upload File

[image: ]
3. Upload data in a CSV file Can Use Template, please send to Library Assessment before uploading
4. Columns in file must correspond to the fields in the data set
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5. Choose Date Format: Make sure it matches the date format of your data
6. Choose: Require fields must contain data
7. Choose No – Do not add to existing/multi-select options
8. Click Upload Data
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To check on the status of the upload go to the Uploads List tab.
You will also receive an email upon successful upload. 
Note: The bigger the file the longer it might take to upload

Analyze Data
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1. From the top header you can select record analyze – only usable with default database
2. Use Shortcut to select analyze data to DATASET NAME
3. Filter by date, duration, or any additional field. 
a) Use generate report to analyze specific report
b)  Save Report Filter and name if generating the same report – create canned reports
1. A tab? Will appear on the bottom right screen with saved filters
c) Data Grid, Fields Analysis, Time-Based Analysis, Duration, Distributions. Cross Tab Report, Trends, Export Data
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How to Use Reports 
Overview 
Reports can be viewed as a table and exported as a CSV or XSLX
Charts can be exported as image (PNG, JPEG, PDF, or SVG Vector Image) using the three lines at the top right of a chart. 
[image: ]
Note: Example of Types of Analysis can be found in Appendix B

Types of Analysis 

Data Grid:
Includes every record in dataset
Actions: From this view you can edit or delete individual records
Fields Analysis:
Pick one of the Select or Scale fields to chart relative distribution of its options, or Analyze all Fields by Group (i.e. all Select fields, all Numeric Fields, etc.).
Actions: Can analyze fields individually or by group
Use Draw Chart button to generate chart of analysis
Charts: Line, Column, Spline and Pie
Time-Based Analysis:
Select the values to graph. For Daily and Hourly charts, use the Date filter at the top of the screen to limit your Date Range (Daily charts: ≤ 1 year; Hourly charts: ≤ 60 days). Highlight a section to zoom in a chart.
Actions: Can analyze hourly, daily, monthly, or yearly
Use Draw Chart button to generate chart of analysis
Charts: Line, Column, Bar, Spline and Area
Duration:
Duration analysis is applicable for Datasets which have both the start time and the end time defined. The report uses the length of each transaction to calculate the data below.
Charts: Table of Maximum and Minimum durations 
Distributions:
Time Distributions (how records are distributed among all months/days/hours).
See examples in Appendix
Cross Tab Report:
Cross tabs enable you to compare the inter-relationship between the two fields.
Trends:
Use this screen to show changes over time in the totals for your Numeric fields. Note: Trends are calculated backward from the period specified above. Please search for a year or less worth of data. 
Charts: Line and Column
Export Data

1. Go to Analyze Dataset
2. Select Relevant Dataset
3. Filter Report as needed 
4. Generate Report
5. Go to Export Data Tab
6. Data will be exported as a CSV
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Appendix A - Information Services to Groups - Glossary of Fields

General terms used below:
Event : The workshop, tour, presentation, class, group consultation, etc. that you are recoding information about.
Highlighted Fields are required for every event entry.


	Field
	Description

	Entered By
	The name of the account you are logged into LibInsight with; typically, a unit account.

	Internal Notes
	Additional information about a session not specified in any other field.

	Core Fields (for all entries)
	

	Start Date
	When the event started

	End Date
	When the event ended

	Course Number/Workshop Name/Title of Event
	The formal name of the event, provided by either the campus instructor, community partner, or library staff member organizing the event.

	Attendance
	Enter the number of participants.

	Audience
	Select ALL applicable audience types.

	What was included (select all that apply)
	Select ALL categories of content that were part of the event.

	Illinois Student Learning Outcomes
	Select ALL campus learning outcomes that apply to the session.

	Library Unit
	The home unit providing the event.

	Library Staff Name(s)
	Include names of all presenters.

	Library Staff Net ID(s)
	Include netIDs of all presenters.

	Presentation Mode
	Select the option that best describes how the event took place.  If a presentation begins in one format (such as in-person) and ends in another (such as asynchronous online), report it as the format that concludes the presentation. (2021 ACRL Survey Instructions)

	Location (In Person)
	Select the physical location for in person events.

	Prep Time
	Identify how much time was spent preparing the event.

	Was a research guide or webpage created?
	Identify if additional guides or related materials were created to support the event.  Do not include flyers or marketing materials here.

	Instruction Related Fields
	For events which include an instructional component.

	College/School
	The home unit for the event, if applicable. Open invitation workshops or presentations do not need to have an entry, unless they are targeted at a specific campus unit.

	Department
	The home department for an event, if applicable.  Open invitation workshops or presentations do not need to have an entry, unless they are targeted at a specific campus unit.

	Faculty Name(s)
	The name of the course instructor(s) and/or Teaching Assistants who collaborated with Library staff on the event.

	Learning Objectives
	Please list any learning objectives that you designed for your event.

	Instruction Notes
	Any additional information to help describe and assess the event.

	Outreach and Engagement Fields
	For events which include elements matching the Library’s definitions of outreach and engagement.

	What is your Employee Status?
	Please select the employment classification that best describes your position.

	Date the session was originally requested
	Enter the date you were originally contacted to provide the event.

	How was the session scheduled?
	Select the mode which best describes how you were contacted to provide the event.

	How did you promote your event?
	Select all marketing and promotion options that apply to your event.

	Non-library or external partners
	List any campus or community organizations which worked with you to plan and/or host the event.

	What was the estimated cost of your event?
	Round to the nearest dollar.

	Engagement and Outreach Notes
	Describe how the event was received, with notes on what worked well and what might be improved in the future.






Appendix B- Chart Examples


Data Grid
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Fields Analysis
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Time Based Analysis
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Duration 
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Distributions
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Trends
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Duration analysis is applicable for Datasets which have both the start time and the end time defined. The report uses the length of each transaction to calculate the data below.

#of Records Sum of All Duration Min. Duration Max Duration Average Duration

15 81,286 mins (56d 10 46m) 0 mins (0d Oh Om) 18,765 mins (13d Oh 45m) 5,419,067 mins (3d 18 19.067m)

Note: # of Records counts records with duration greater than zero.

Top 10 Longest Transactions Top 10 Shortest Transactions

Duration Record ID Duration Record ID
18,765 mins (13d Oh 45m) n 0 mins (0d Oh Om) 13
17,286 mins (12d Oh 6m) 0 mins (0d Oh Om) 4
17,283 mins (12d Oh 3m) 10 45 mins (0d Oh 45m) 7
15,885 mins (11d Oh 45m) 45 mins (0d Oh 45m) 12
11,565 mins (8d Oh 45m) 15 45 mins (0d Oh 45m) 14
142 mins (0d 2h 22m) 2 45 mins (0d Oh 45m) 3
90 mins (0d 1h 30m) 45 mins (0d Oh 45m) &
45 mins (0d Oh 45m) 7 45 mins (0d Oh 45m) 8
45 mins (0d Oh 45m) 12 90 mins (0d 1h 30m) 5
45 mins (0d Oh 45m) 14 142 mins (0d 2h 22m) 2
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Daily/Hourly Distribution Table

This table shows hourly distributions for all Mondays, Tuesdays. etc. (i.e. Sum of records, by hour, for every Monday, Tuesday. etc. in a given time period)
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Annual Trends
Use this screen to show changes over time in the totals for your Numeric fields. Note: Trends are calculated backward from the period specified above. Please search for a year or less worth of data.

Select Numeric Field  # of Entries

<

Last2Years v | Show Trends

# of Entries Trends

Column | Line

2

15

10

04/01/2022 to 05/16/2022 04/01/2023 to 05/16/2023




image1.png
Vo= X
e % 0O g

New tzb CtrleT

New window N

New Incognito window ~ Ctrl+Shift<N

History
Downloads Ctrl+)
Bookmarks

Zoom - 00 - o
Print.. Ctrl+p
Cast..

Find.. CtrlsF
More tools.

Edit Cut  Copy  Paste
Settings.

Help





image2.png
w) v @B % 8

B Newtso ce

B Newwindow cuten

2 NewnPriste vindow  CirkeShiteN
Zoom — 100% + 2

75 Favores Culeshif=0

sy cuten

L Downloads Cutes

B appes >

& xensions

B Browser essentls

S pine cuiep

@ Webcopture Cuteshifes

& Findonpoce cuer
More toois >

& setines

@ Helpand feecback >

Close Microsoft Edge
|

+ B o oo x




image3.png
v 0 &x2@

Sync ond sovedata s

Newtab cuner

New window cun

o> Newprivatewindow Cuteshinsp

Bookmarks >

History >

Dounlosds cu
Passwords

Add-onssnd themes Cuteshite

cuer

cues

cuner

Zoom - 100% +
Settngs

More tools. >

Help >

Bxit CtrlsShift+Q




