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The Statistics Reporting Tool on the SCONUL Access website allows users to compare and 
benchmark data from across institutions and particular mission groups. This document 
highlights the basic process as well as some of the features. 
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1. Before you start 

First of all, you’ll need to have an account and log into the SCONUL Access website 
(https://access.sconul.ac.uk/user). If you have forgotten your password, then you can 
request a password reset from this page and follow the instructions. If you do not have 
an account, email SCONUL to request one: sconul@sconul.ac.uk. 

Once you have logged on to the website, you’ll find the link to the Reporting Tool under 
Reports in the menu at the top of the page or by using this direct link: 
https://access.sconul.ac.uk/reporting-tool. 

 
 

2. Creating a basic query 

There are three steps to creating a query. 
 
Step 1. Selection Institutions 

You can select any number of groups or individual institutions from the first page. 

 

https://access.sconul.ac.uk/user
https://access.sconul.ac.uk/user/password
mailto:sconul@sconul.ac.uk
https://access.sconul.ac.uk/reporting-tool
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Then click Next at the bottom of the page to go to step 2 and select a time-period. 
To undo your selection, click the Clear selections button. 

 
 
Step 2. Select a time-period 

Choose the years over which you would like to make comparisons. 

 

You can choose to go back a step and change the institutions you’ve selected by 
clicking on the Previous button. To start your query from the beginning again, click the 
Reset button. 
If you’re happy with your selections, click Next to go to step 3 and select your variables. 
 
Step 3. Select variables 

You can choose from both old and new data, optional and required.  
This page is divided into three sections:  

• Current Data (not optional): these variables represent the data collected in 
the most recent Statistical Return, and they are listed alphabetically. 

• Optional: these data correspond to the questions which are not mandatory but 
may still be of significant interest to specific institutions – for instance, the 
information on archives and special collections.  

• Historical data only: this data, which is no longer collected but may still be of 
interest to institutions, is still available, again listed alphabetically.  
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Once you have selected variables, click Submit at the bottom of the page to view the 
results. 
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3. Viewing and downloading the results 

The results will be displayed in two formats, in a graph at the top of the page and in a 
table under it. If you have chosen multiple years to compare data over, you will see a 
line graph. If you’ve chosen just one year, the default is a bar graph with the option to 
also view results in a pie chart. 

 

You can choose to view the result as a bar chart by clicking on the Bar button 

 

You also have the option to print the page or save it as a PDF by clicking the Print 
button, or download the results as: 

- Tables = a CSV file where the results are shown in the table format 
- CSV or Excel format = results are shown as a list 



 

Reporting Tool 
A brief how to 

 

July 2025  Page | 6  

 

If you wish to make changes to the query, click Edit at the bottom of the page. You’ll 
be directed to the beginning of the form, and all the options you selected will still be in 
place. If you would like to start over completely, select New query to be taken back to 
the beginning of the process with a blank form. 
 

4. Saving the query and using it again 

If you want to create a query that will be useful to you in the future, you can choose to 
save it. Enter a name for the query you’d like to save in the Save results title field at 
step 1. When you go to create your query, this will now be saved. 

 

Next time you wish to run this query, navigate to Reports in the menu bar, and click on 
My saved queries. 

 

You can then choose to view/delete your saved queries 
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Your saved queries are also listed at the top of the page at step 1 of the reporting tool. 

 
 

5. Creating groups 

You may have a group of institutions against which you often compare your institution. 
Rather than selecting the individual institutions each time you run a query, you can 
create custom group(s) for future use. 

At Step 1, select the institutions you would like to be in your group. Then scroll to the 
bottom of the page and enter a name for the group in the Create Custom Group field, 
and click Save group. 

 

Your saved group(s) will appear as Custom groups under the pre-set groups at step 1 
of the reporting tool. You are also able to select the group(s) you want to delete. 

 

To see the institutions saved in your group(s), select the group and the relevant 
institutions will have their tick box ticked next to them. 
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6. Calculating change 

The reporting tool allows you to see the percentage change over a given period. At 
Step 2 ensure that multiple years are selected. At Step 3, tick the box at the top of the 
page next to Calculate change before continuing to select the variables and click 
submit. On the results page, you will find the percentage figure in the data table, not in 
the graph. 

 

 
 
7. Denominator values 

Often, users would like to compare ratios rather than raw values. In these cases, users 
have to select a variable (or variables) from Step 3 and then scroll down and select a 
single variable as a denominator. Two specific examples are demonstrated below: 
Annual visits per FTE user and Staff expenditure as a proportion of gross library 
expenditure.  

This feature of the tool can provide some interesting insight into the data, but using it 
and interpreting the results can be tricky. If you wish to go over additional examples, 
contact the office and we are happy to help (sconul@sconul.ac.uk). 

The variables in the drop-down menu are the same, and in the same order as the lists 
above it. 

 

mailto:sconul@sconul.ac.uk
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Annual visits per FTE user 

Calculating the number of annual visits per FTE user will give an indicative value for how 
many times a single user visits the library. At Step 3, tick the box next to ‘Annual visits’ 
found under the Current data (not optional) section. Then scroll down to the bottom of 
the page and choose ‘Total FTE users’ as the denominator variable from the drop-
down menu (also under the Current data (not optional) section). 

The results below compare the annual visits per FTE user for three institutions in a 
single year. This number is calculated by dividing the number of annual visits by the 
total FTE users in the table. 

 

We can also look at how this value has changed over time. For the results below, we’ve 
amended the original query and selected the years ‘2021-2022’, ‘2022-23’, and ‘2023-
24’ at Step 2. At Step 3 we have made sure to select the ‘Calculate change’ option. 
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Staff expenditure as a proportion of gross library expenditure 

You may find it beneficial to compare the proportion of your library’s expenditure spent 
on staff with that of other institutions. After selecting your comparator institutions at 
Step 1 and the year you’d like to consider at Step 2, tick ‘Total staff expenditure 
(including London Weighting)’ at Step 3 and then scroll to the bottom and select ‘Total 
gross library expenditure’ from the drop-down menu. Both of these variables are listed 
in the Current data (not optional) section.  

The results for three institutions in 2023-24: 

 

Remember to move the decimal place by two digits for a percentage. For instance, you 
can say that 43.41% of the first institution’s gross expenditure is on staffing.  

You can also view how this amount has changed over a period in the table. For the 
results below, we’ve chosen ‘2013-14’ and ‘2023-24’ at Step 2, and ticked ‘Calculate 
change’ at Step 3. 

Over the past 10 years, the proportion of total expenditure on staff has increased by 
0.9609% for the second institution, and decreased by 24.1% for the third institution. 
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8. Additional resources 

We are happy to provide advice and resources so that members can make the best use 
of this reporting tool. Some first points-of-call are: 

• An email list has been set up to discuss the SCONUL statistics. To join the list, 
go to https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=LIS-SCONUL-STATS.  

• The data tables and electronic versions of the Annual Library Statistics 
publication are available online for members (you’ll need to log in to the website 
first): https://sconul.ac.uk/services-for-members/benchmarking-statistics/.  

• Published focused reports and analyses which draw on the statistical data and 
seek to examine particular trends and issues of strategic importance to library 
directors and their institutions are available publicly at: 
https://www.sconul.ac.uk/services-for-members/benchmarking-
statistics/resources-and-analyses/  

• For technical questions, or for advice on using the data effectively, contact the 
SCONUL office in the first instance at sconul@sconul.ac.uk. 

 

9. Feedback 
We hope that you find the Reporting Tool a means of making effective use of the 
SCONUL statistics. If you would like to share any feedback about your experiences, 
contact sconul@sconul.ac.uk.  
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