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Zinio Admin Gateway Site Overview 2013      

The following Overview guide goes tab by tab through Zinio Administrative site.  

There also is an overview video available – which you can link to from your 

Marketing tab within the Zinio Administrative site. 

 Settings – Update your library profile and upload your library logo. 

 Filters – Set how you want your patrons to authenticate on your site. 

 Admins – Set who has access to make changes and run reports on your site. 

 Patrons – Manage and create patron accounts on your site. 

 Page Settings –Manage the local appearance on your site. 

 Service Subscriptions – Review your subscription term and collection list. 

 Marketing – Download handy marketing tools for local promotion. 

 Reporting - Track new patron volume and magazine circulation by date. 
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Settings - Library account information page – library information and logo upload 
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Filters - Authentication is available by IP range, HTTP referring and/or Bar Code authentication methods are available 
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Administrators - may be added individually or by merging the admin from another library admin 

Account managed within your RB Gateway Admin. 
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Patrons – may be added, activated, managed, and deactivated from the Patrons Tab - Select ZINIO from the service drop 

down (see circled area below). 

   

And, if you need to permanently delete a patron, select All Library Patrons from the service drop down (see circled area below); 

search for the patron; click on the ‘X’ in the Delete column (note this step cannot be reversed once clicked.)  
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Page Settings – patron authentication page has three customizable text areas for library specific messaging. Note: you 

have the ability to add your own image and/or hyperlinks along with font styling and text appearance. Remember to click the 

‘Save’ button to make your changes immediately live on your collection log-in page. 
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Style Settings – font, color, style, borders and product images are all customizable 

 



 

   Page 8 
 

Service Subscriptions – shows secure URL of the library’s collection page 

Collection Creation – magazine metadata is uploaded to our secure server and used to create custom collections.   

 



 

   Page 9 
 

Marketing 

Downloadable marketing recourses are available for inside the library and community marketing.  Use the .doc and .ppt files 

to modify with your own logos and wording. The .pdf files are ready-made posters and bookmarks for your use.  Also, 

updated user guides and links to the admin site overview video are included. 
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Reporting – Two Report Options are available. 

New Patron Report – tracks new patron accounts by a date span. 

a. Click on the New Patron Report Tab 

b. Select the Date Span by typing or selecting start and end date for the report. Then click Create Report. 

c. The result can be exported as .csv file or .pdf. 

Magazine Checkouts Report – tracks every patron new issue check out (magazine click) for every magazine from your 

library collection.  See screen shot below for accessing the report. 

1. Click on Magazine Checkouts Tab 

2. Select either/both Include Zeros or Include Barcode Check Box if applicable 

o Include Zeros option will report on your entire collection placing a zero (0) in the quantity column for 

magazines with no checkouts during the date span. 

o Include Barcode option will report include all patron barcodes (if required during initial patron account set up 

process.   

 Selecting the Barcode option sorts the report by barcode by magazine. 

 Not selecting Barcode option sorts the report by magazine (high circulation to low) 

3. Select Date Span by typing or selecting start and end date for the report.  Then click Create Report. 
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 Example of Magazine Click Report (outputted to Excel via .CSV file.)  

 Note: if the bar code option is not clicked, the report sorts by magazine. 

 Note: if the bar code option is clicked, an additional column will show each bar code activity and the report sorts by 

bar code. 

 

 

Thank you for familiarizing yourself with our Zinio Administrative Guide.  We are pleased to offer this valuable online 

electronic resource for your viewing and collection service through your library.   

There are many additional benefits to Zinio that we hope you find enjoyable.  If you would like to suggest additional 

publications for us to consider adding to our Zinio library collection, please let us know.  Happy viewing and reading! 

Need more administrative support help:  contact us at: ziniosupport@recordedbooks.com. 
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