
After completing all the sections of the annual report, click on “Status”.  
From this screen, complete these steps: 

• View edit checks
• View all required unanswered questions
• View flagged questions
• Submit the annual report

Submitting Annual Reports Online - Finishing Up



Clicking on the “Edit Checks” tab will allow the user to view all edit checks and enter 
Federal, State, and/or Local notes from the Edit Check page.  Answers may be entered from 
this screen – there is no need to go back to the annual report.  If the edit check is on an 
automatic total and the figure is incorrect, you will need to correct the data in the 
contributing questions. 

Edit checks have been developed by the State Library to alert users when there is a problem 
with the data. 

When the edit check report is generated, the question and edit condition will display. 



Clicking on the “Unanswered Questions” tab 
will create a list of questions that must be 
answered before submitting the annual report.  
Users should be certain that “View Required 
Unanswered Questions” is selected from the 
drop-down menu.  Answers may be entered 
from this screen – there is no need to go back 
into the annual report. 



Clicking on the “Flagged Questions” tab will 
create a list of questions that you have flagged.  
Answers may be entered or revised from this 
screen – there is no need to go back into the 
annual report. 



The final step before submission is to print and save 
a copy of the annual report.  Click on the “Printing” 
tab, then click on the “Printable Survey Reports” tab; 
be certain that “Print Entire Survey” and “With 
Current Year’s Data” are selected.  The .pdf version  
it is the best format for saving the annual report. 



To create the annotation report, click on the “Printable 
Annotation Report” tab, and select the options desired – 
“Federal Notes”, “State Notes” and/or “Local Notes”; 
and “All” or a “Specific Section”. 



When ready to submit, go to “Status” and click on the 
“Submit Survey” tab.  When all steps have been 
completed, click on “Submit Survey”.  A dialog box 
will open asking if the user is sure he/she wants to 
submit.  Click on “OK”. 




