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This procedure explains the steps needed to retrieve circulation statistics by RSA library
staff with administrative credentials for The Palace Project.

Refer to The Snapshot Collection Manager Dashboard and Reports instructions from The
Palace Project for detailed use of the Collection Manager Reports. For Palace Project
support email support@thepalaceproject.org

1. Login to the Palace Collection Manager portal.

2. Select Dashboard.

*’ Palace

Collection | Atlanta Public Library District | Dashboard [atalog
Manager ¥

3. Select View Usage under Usage and Reports.

USAGE AND REPORTS View Usgee

Access histarical circulation and usage data of the Palace system and reguest inventory and holds reports to be sent via email.

These reports provide up-to-date data on both inventory and holds for library at the time of the request.

4. Selectthe Collection Circulation Details tab.

5. Selectyour library.

Engaged, Effective, Efficient support.librariesofrsa.org



https://lyrasis.notion.site/Snapshot-Collection-Manager-Dashboard-and-Reports-bd03a690808245d7970f6f414fe53d93
https://librariesofrsa-my.sharepoint.com/personal/patty_kweram_librariesofrsa_org/Documents/How%20to/support@thepalaceproject.org
https://il.thepalaceproject.org/admin
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6. UnderTime frame select Absolute date range.

Palace
Collection

Manager
9 e
Start Here! Patron Details Current Circulation Year to Date Circulation Collection Circulation Details Title Circulation Details Export: All Usage Data
Controls

Select Library/Libraries:

Time Frame:
| Alpha Park Public Library District

| Year to date

° Relative date

Collection Circulation Details e

Relative by

| Years

The following graphs show collection circulation details year to date. To change the () previous year
to the time frame of interest.

( ) This year

Note: Updated data for the past 24 hours is loaded each evening at/around midnight | © vearto date

( ) Last number nfyears‘ 1

() Next number of years| 1

Exclude previous

| MNone

Monthly Circulation Events
By Format

-& Absolute date range

. being
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7. Use the calendar to select the date range for circulation stats (like your fiscal year
for IPLAR reporting). The formatis YYYY/MM/DD.

Time Frame:
| 2025/07/01 - 2026/06/30

() Relative date

o Absolute date range

Date range
[ 2025/07/01 ]-[ 2026/06/30
YYYY/MM/DD YYYY/MMM/DD
{ July | 2025 'F: August | 2025 v: 3
'! Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri  Sat
o 2 3 4 5 1 2
6 7 8 9 10 1N 12 3 4 5 6 7 8 9
13 14 15 16 17 18 19 10 11 12 13 14 15 16
20 21 22 23 24 25 76 17 18 19 20 21 22 2%
; 27 28 29 30 ®1 24 25 2 27 28 29 30
3

Page 3



Resource Sharing Alliance

8. Inthe Monthly Circulation Events by Format section use the 3-dot menu and select
Export to Excel.

tart Here! Patron Details Current Circulatio Year to Date Circulatio Collection Circulation Details Title Circulation Details Export: All Usage Data
Controls Sulact Library/Libraries: Alpha Park Pu Time Frame: 2025/07/01
Monthly Circulation Events S
By Format |
Hold Check Out

Month Format Count Count
= Nov 2025 Audio 3
Book 3
Subtotal 6
,| [ Dec2025 Audio S 37
Book 1 49
Subtotal 6 86
1 Jan 2026 Audio 9 46
Danl 3 23

9. Openthe downloaded file.

i

data being reported below, click the dropdown arrow in the right of the screen above this description and adjust the “Time Frame® settings

Monthly Checkouts

By Format

Rl e

Now you have a spreadsheet of circulation statistics for ebooks and eaudiobooks for IPLAR
reporting!

Contact the RSA Help Desk at help@librariesofrsa.org or by phone at 866-940-4083 or 309-
315-9123 if you need assistance.
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