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CEAL Statistics Database – Quick Guide for Institutional Users 
	

	

	

This	quick	guide	walks	you	through	the	basic	steps	to	log	in,	view	your	institutional	
dashboard,	and	complete	the	annual	survey	forms	in	the	new	CEAL	Statistics	Database.	
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Log In  

	

Example	only,	not	real	data.	

	

Go	to	https://cealstats.org.	
Click	“Sign	In”	(top	right	or	center	button).	Enter	your	institutional	email	address,	then	
click	Continue.	If	you	are	a	first-time	user,	you’ll	receive	an	email	to	set	your	password.	
Please	also	check	your	Junk	or	Spam	folder.	If	needed,	use	'Request	password	reset'	to	create	
a	new	password.	

If	you	are	already	signed	in,	the	“Sign	In”	button	(in	black)	will	change	to	“View	Dashboard.”	
From	there,	you	can	access	all	available	forms.	

https://cealstats.org/
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Access Your Dashboard 

	

Example	only,	not	real	data.	

	

After	signing	in,	you	will	see	your	Dashboard,	which	displays	Institution	and	Role	(e.g.,	
Member	Institution).	If	you	are	a	first-time	user,	please	enter	your	“Name”.	To	update	your	
institutional	information,	click	the	linked	“Institution”	name.	To	manage	your	forms,	click	
Access	Forms	under	Forms	Management.	



Page	4	of	9	
	

CEAL	Statistics	Database	Quick	Guide	–	Prepared	by	CEAL	Statistics	Committee	(Updated:	October	2025)	

 

 

Complete Database Lists 

	

Example	only,	not	real	data.	

	

Under	Complete	These	First,	you	will	see	three	priority	forms:	Audio/Visual	Databases,	E-
Book	Databases,	and	E-Journal	Databases.	
Click	each	form	to	begin	editing	your	institution’s	database	lists	for	the	current	survey	year.	
Please	note	that	completing	these	forms	first	is	recommended	but	not	required.	You	can	still	
access	and	complete	other	forms	without	finishing	the	database	lists.	
However,	since	data	from	the	database	lists	will	be	automatically	imported	into	other	forms,	
we	recommend	completing	them	first	for	accuracy	and	consistency.	
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Access Database Lists 

	

Example	only,	not	real	data.	

	

Each	Management	page	displays	the	databases	your	institution	has	selected	from	the	
corresponding	list.	
You	can	add	new	entries	by	clicking	“+	Add	More	Access”	if	a	digital	resource	your	
institution	has	access	to	is	not	already	listed	in	the	database.	
To	view	the	full	list	of	databases	for	the	current	category	(Audio/Visual	Databases,	E-Book	
Databases,	or	E-Journal	Databases),	click	the	link	at	the	top	(e.g.,	AV	Databases	Access).	
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View Database List Entries Page 

	

Example	only,	not	real	data.	

	

To	filter	databases	by	language,	click	“+	Language.”	
To	view	some	specific	columns	within	the	list,	click	“View.”	
To	adjust	the	number	of	databases	displayed	on	a	page,	use	“Rows	per	page.”	
Please	read	the	instructions	in	the	“Notes”	column	carefully	—	they	provide	important	
information	about	how	to	select,	edit,	or	handle	specific	databases.	

 

 

Select New Database Entries 

	

Example	only,	not	real	data.	
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To	add	databases	your	institution	has	access	to:	check	the	box	beside	the	database	name.	
then	click	“Add	to	My	Access”	at	the	top	right.	This	will	automatically	move	the	selected	
item	into	your	institution’s	subscription	list.	

 

 

Review Updated Subscriptions 

	

Example	only,	not	real	data.	

	

After	adding,	your	database	will	appear	in	Database	Management	for	the	year.		
Use	the	edit	(✏)	or	delete	(🗑)	icons	to	make	changes	as	needed.	
From	your	dashboard,	click	“Access	Forms”	again	to	return	to	My	Forms.	
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Main Forms Page 

	

Example	only,	not	real	data.	

	

From	“My	Forms”	you	can	complete	annual	survey	forms	such	as	Monographic	
Acquisitions,	Fiscal	Support,	etc.	Each	form	shows	its	status	(In	progress	or	Ready	to	
complete).	

	



Page	9	of	9	
	

CEAL	Statistics	Database	Quick	Guide	–	Prepared	by	CEAL	Statistics	Committee	(Updated:	October	2025)	

Fill out the Form  

	

Example	only,	not	real	data.	

	

Each	form	page	(e.g.,	Serial	Titles:	Purchased	and	Non-Purchased)	allows	you	to	enter	
your	institution’s	annual	statistics	directly	into	the	fields	provided.	Click	“View	
Instructions”	in	the	upper	left	corner	to	see	detailed	definitions	and	examples	for	each	data	
field.	All	subtotals	(e.g.,	Electronic	Purchased	Subtotal)	will	be	calculated	automatically.	
Some	sections	include	an	“Import	from…”	button.	Click	it	to	import	relevant	data	from	your	
selected	database	lists	into	the	form.	
Be	sure	to	save	your	work	periodically	to	avoid	data	loss.	

 

 

Need Help? 
If	you	encounter	login	or	data	issues,	please	contact	the	CEAL	Statistics	Committee	via	CEAL	
-	Statistics	-	Statistics	Committee	(http://eastasianlib.org/newsite/statistics/)	or	reach	out	
to	the	Chair	directly.	


