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INTRODUCTION 

What is the Zip Books project?  

The Zip Books project is an alternative model for 

interlibrary loan service that bridges the gaps between a 

library’s patron request service, a normal acquisitions 

process, and an outreach/home delivery service. 

Program 

Contacts 

Project                       Mercedith Nuesca 

Coordinator:              650-847-8869 

                                  nuesca@northnetlibs.org  

Grant Monitor:           Rebecca L. Wendt, Deputy State Librarian 

                                  916-651-6814 

                                  rebecca.wendt@library.ca.gov 

It is based on the pilot project, “Zip Books—Digital Library of Northern California,” conducted by 

the Butte, Shasta and Humboldt County Libraries under a FY 2011/12 LSTA grant from the 

California State Library. The purpose was to identify and test efficient, cost-effective alternatives 

to traditional interlibrary loan delivery practices. One method tested was a “buy vs. borrow” 

model, where used books were ordered through Amazon, rather than requested through 

interlibrary loan, and shipped directly to patrons in good standing using the free Amazon Prime 

two-day delivery service whenever possible. Services were tracked, and the patrons were 

responsible for returning the books to the library when finished. The libraries would then decide 

whether to add the books to their collections or dispose of them in some other way (offering it to 

other Zip libraries, library book sale, etc.). 

 

Zip Books is extremely popular with both libraries and patrons. It provides patrons with speedy 

access to materials they might not otherwise be able to get through the library, without the long 

wait often associated with traditional Interlibrary Loan (ILL) requests and local resource sharing 

systems like Link+. It is easy for library staff to administer. And since Amazon ships materials 

directly to the patron, it saves the effort and cost of packaging and mailing materials, or the need 

to require patrons to return to the library to pick up their requested materials. It adds a patron-

driven collection development approach to a library’s usual process, resulting in a collection 

more closely attuned to the needs of the local community. And it exposes library staff to patrons 

and materials they might not otherwise encounter, improving their ability to market library 

services and serve their communities. 

mailto:nuesca@northnetlibs.org
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What is the Tracking Toolkit? 

The Tracking Toolkit is a resource designed to assist 

participating libraries in determining the best practices 

for tracking their Zip Books program expenditures, 

statistics, item requests, and additional information 

needed to successfully run their local programs.  

The toolkit is organized into five sections: 

introduction, tracking requirements, tracking 

workflows, tracking tools, and supporting 

documents. Recommendations and best 

practices are shared throughout the toolkit. 

While every effort has been made to cover all 

the possible data points that should be 

tracked, local programs may need to track 

additional facets depending on their own 

needs, program procedures, and Fiscal 

requirements. What is presented here is a 

general overview, but library staff should also 

refer to their own internal program 

documentation. 

 

 

 

 Portions of this toolkit were pulled from the 

Onboarding Toolkit, Best Practices Toolkit, 

and End Processing Toolkit, and expanded 

with input from the State Library, the Zip 

Books Advisory Committee, the Zip Books 

Fiscal Department, and library staff from 

various participating Zip Books libraries.  

This toolkit was created with the overall goal 

of making Zip Books a more efficient and 

sustainable program. Additional information 

and resources can be found on the Zip Books 

website at: https://northnetlibs.org/zip-books/. 

The Zip Books Project Coordinator is always 

available to assist and provide guidance, if 

needed. 

Photo courtesy of Christian Koszka, FreeTime Productions 
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The importance of good program tracking 

How well a library tracks their Zip Books items requests, 

expenditures, statistics, and other useful points of data 

can mean the difference between a widely successful 

Zip Books program and a program that struggles to get 

its feet off the ground. Good tracking not only helps to 

make a program more efficient, saving staff time and 

labor, but it also ensures that Zip Books continues to be 

an easy-to-use service that provides patrons with a 

satisfying library experience. This in turn creates repeat 

users that help to spread the word about Zip Books, 

while also adding items of interest to your library 

collection. 

  

Promotes program 
efficiency and 

growth

Demonstrates 
a measurable 

impact

Ensures grant 
compliance
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TRACKING REQUIREMENTS  

By Usage 

This following section discusses the various tracking 

requirements for every Zip Books program, whether big 

or small. Additional facets may be tracked depending on 

each program’s needs and procedures. 

 

For NLS and 
State Library

• Expenditures
• Running total of Zip 

Books users
• # of items added to 

library collections
• If using local library 

funds:
• Amount supplemented
• # of items ordered
• # of items added

For Internal 
Records

• Zip requests
• Status of request
• Item details

• Limits
• Items per month
• Items per household
• Expenditure caps

• Zip returns
• Due Dates
• Adds/Discards

• Patron communications
• Patron notes
• Lost/Undelivered items
• Issues

For Optional 
Use

• Circulation info
• Total requests received
• Ordered
• Denied

• Item formats
• Regular print
• Large print
• Audiobook

• Item genres
• Adult Fiction/Non-fiction
• Young Adult/Children's 

Fiction/Non-fiction
• Non-English language items 

• Staff time
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TRACKING REQUIREMENTS FOR NLS AND THE STATE 

LIBRARY 

 

Expenditures (ongoing) 

To ensure that programs are staying within their allotted funds, it is important that Zip Books 

expenditures be tracked by library staff on an ongoing basis. In fact, this is one of the things 

libraries commit to doing when signing their Zip Books Participant Letter of Commitment as 

indicated by item 4 in Attachment A of the Supporting Documents section. Although NorthNet’s 

Fiscal Department monitors overall program spending, it is still good practice for your library to 

review your own spending regularly, whether weekly, monthly or quarterly. This is especially 

useful if you wish to have the most accurate, up-to-date spending numbers. Due to the invoicing 

procedures of the project, Fiscal staff can only track balances using the monthly invoices and 

Order History reports received. This will not include any orders your library placed since the last 

day of the invoice billing cycle, and may be inaccurate if there are any missing invoices or 

reports.  

 

A sample workflow for tracking expenditures on an ongoing basis, including suggested best 

practices, is shown in the Tracking Workflows section. How your individual program is structured 

will determine whether or not expenditures will be directly tracked by Zip Books staff or by 

someone in your library’s Finance Department. No matter the procedures used, it is useful for all 

staff members involved in your program to have a way to quickly and easily find out the amount 

of remaining funds available to them. This will help to prevent any accidental overspending of 

your Zip Books allocation.  

 

Depending on the payment method used, program expenditures can be tracked using the 

following tools. A brief overview is provided here, but an in-depth discussion of how to utilize 

these tools is provided in the Tracking Tools section of the toolkit: 

 

• Internal Zip Books tracking tool 

• Monthly Amazon statements 

• Order History reports 

• Order Details 

• Online Credit Line account 

 

If your Zip Books tracking tool has the capability, you could use it to continuously track your 

spending. For example, if you are using an Excel spreadsheet as your tracking tool, formulas can 

be built into your spreadsheet to automatically deduct expenditures from your allocation balance 
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as each request is inputted and processed. This is shown in Attachment D of the Supporting 

Documents section, as well as in the two tracking templates shared on our Zip Books website at: 

https://northnetlibs.org/policies-and-best-practices/.  

If you are not using an Excel spreadsheet, you can also review the monthly statements sent to 

you from Amazon and/or generate your own Order History reports to help you determine your 

spending rate. If you are already doing this, you may have noticed that sometimes the total cost 

for an order may be reported differently in the invoice than in the Order History report. This is 

because the shipping costs for certain orders, such as Used items ordered from some third-party 

vendors, is not always included in the Order History reports, possibly because of the different 

processing times or due to changes in shipping costs. You can use your invoices to confirm the 

actual amount charged, check the Order Details on your Amazon account, or wait until all orders 

have shipped before generating another Order History report. Examples of what an Amazon 

Invoice, individual Order Details, and Order History report will look like can be found in 

Attachment F and G.  

While some or all of these tools can be used directly by libraries to keep continuous track of their 

spending, the Zip Books Fiscal Department is also always available to help. Library staff are 

encouraged to reach out to the Zip Books Project Coordinator who will work with NorthNet’s 

Fiscal Department to provide any fiscal information needed, such as questions regarding your 

funding availability or assistance confirming the total amount spent so far. 

Zip Books Users (monthly) 

Besides tracking expenditures, participating libraries are also required to track certain statistical 

information on a regular basis in order to provide monthly data to the State Library, which helps to 

showcase the growth and value of the Zip Books program. Efforts have been made to keep 

statistics reporting to a minimum so there are only two questions that need to be reported each 

month. The first of these is the running total of first-time Zip Books customers served since the 

very first day that your program launched. This number is continuous and does not reset each 

fiscal year. And only first-time Zip Books users are tracked so that each person is counted once 

no matter the number of times they request items.  

There are various ways in which libraries can keep track of the number of unique users. The 

easiest of these is to create a separate Excel spreadsheet or numbered Word document with just 

patron names. This allows you to filter names alphabetically or do a search to quickly determine if 

a patron is a first-time user or not. This document can also be used to help maintain your Amazon 
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address book should you need to purge any names. However, if your Zip Books tracking tool is 

adaptable, then it is just as easy to create a specific column for tracking first-time users.  

 

While these statistics should not take too much of your staff’s time to track, we recommend 

building these questions into your regular program tracking tool so that the information can be 

more easily gathered. This will not only save your staff time and effort by lessening the time spent 

on program reporting, but it also creates a one-stop-shop for all your Zip Books tracking needs, 

including requests, budgeting, and statistics. 

A sample workflow for tracking statistics is 

shown in the Tracking Workflows section 

and an in-depth overview of your internal 

tracking tool can be found in the Tracking 

Tools section.  

 

For complete instructions on statistics 

tracking and reporting, review the “Zip 

Books Statistics Reporting Procedures” 

document and forms included in the 

Supporting Documents section as 

Attachment K and L or available on the Zip 

Books website at: 

https://northnetlibs.org/statistics-reporting/.   

 

 

Items Added (monthly) 

Along with tracking your running total of first-time Zip Books users, libraries are also asked to 

track the number of returned Zip Books items that are added to your library collection each 

month. This includes any Zip Books discards that you may have requested and received from 

another library. While this is reported each month along with your running total of users, keep in 

mind that this statistic resets each month and is tracked from the 1st of the month to the last day 

of the month.  

 

Depending on the available staffing, staff time, and your end processing procedures, the number 

of items added will fluctuate throughout the year. Other factors, such as the COVID-19 pandemic 

and library closures, can also affect this statistic. Nevertheless, it is still important that libraries 

remember to follow-up with patrons regarding outstanding requests, and that data on the total 

number of items added continue to be reported to the State Library. 

 

Photo courtesy of Christian Koszka, FreeTime Productions 
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Local Library Funded Statistics (as needed) 

Occasionally, participating libraries may choose to supplement their Zip Books program with local 

library funds. Although it is not a requirement of the grant that libraries report supplemental 

funding, it is still useful to know. Not only is this information tracked by NorthNet’s Fiscal 

Department, but it is also shared with the State Library in the monthly updates and grant 

reporting. Knowing the popularity of Zip Books and seeing how libraries are willing to invest in 

their local programs in order to continuously provide this service to their patrons is just another 

way to demonstrate the impact Zip Books has on libraries and their communities. 

 

A separate tab is provided in the monthly statistics reporting form for libraries to report any local 

library funded statistics. This includes the number of Zip Books items ordered using supplemental 

funds that month, the number of items added, and the total amount of funds spent. Libraries are 

not required to provide any invoicing for items purchased with local funds. Also, although space is 

left for libraries to report their number of Zip Books users, this does not have to be tracked 

separately. Instead, the running total of users should be the same as it is for the regular grant 

funded statistics. For further instructions on how to report this data, see Attachment K.  
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TRACKING REQUIREMENTS FOR INTERNAL RECORDS 

 

Zip Requests (ongoing) 

To aid in the organization and efficiency of your local Zip Books program, it is very important for 

libraries to track all the requests received. This not only includes those requests that you fulfill, 

but also those that you choose not to fulfill for whatever reason. Having a set process and tool for 

tracking Zip Books requests helps to ensure that requests are processed in a timely manner, and 

provides a reference place should patrons or staff have any questions about past or pending 

requests. Many libraries create an Excel spreadsheet to use as their internal tracking tool to track 

requests, expenditures, statistics, and more. However, other libraries have utilized Google 

Sheets, SharePoint, and even Microsoft Access. For more information about the internal tracking 

tool, refer to the Tracking Tools section of the toolkit.  

 

No matter the platform or look of your internal tracking tool, the information tracked will generally 

be the same. For each Zip Books request received you will want to track the following: 

 

• Patron information (name, address, library card number) 

• Item requesting (title, author, ISBN, cost) 

• Status of request (fulfilled, pending, denied) 

• Status of item (ordered, returned, added, discarded) 

 

In addition, libraries may choose to track other facets such as item format, item genre, and other 

useful notes, such as when a request is undelivered, reordered, or returned damaged. Zip Books 

requests are tracked on an ongoing basis, but libraries may choose to reset or start a new sheet 

in your tracking tool for each new fiscal year. This is especially useful if your library has 

participated in Zip Books for a long time or if you process a large number of requests each year.  

 

A sample workflow for tracking requests is shown in the Tracking Workflows section, as well as in 

Attachment M. Both demonstrate the various checks that staff must make before a request can 

be approved. Lake County Library’s “Zip Books Flowchart” also clarifies which system or tool is 

utilized during each stage of the request process. 

 

 

Limits (monthly) 

The “Zip Books Purchasing Policies”, available in the Supporting Documents section as 

Attachment B, states that libraries should monitor the number of Zip Books requested by a 
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patron at any one time and may determine the maximum number, with a maximum allowable of 

five items per customer per month. Furthermore, libraries may choose to allow patrons their 

maximum allowable items all at once or limit them to one item at a time.  

 

To ensure that program funding remains available for use by multiple users, libraries will want to 

track the number of requests submitted by a patron each month and only process those that fall 

within their allotted limit. While it is good practice to keep item limits consistent, occasionally you 

may need to adjust them due to funding, program usage, or even expanded parameters. So staff 

will need to be kept informed and adjustments made to ensure limits are being met each month. 

 

In addition to item limits, there are also expenditure caps to keep in mind. The expenditure cap 

for individual items has been set by NorthNet and the State Library at $75 pre-tax for audiobooks 

and foreign-language items, and $50 pre-tax for all other eligible Zip Books items. This raised cap 

has allowed for more titles to be eligible for purchase through the program, and many libraries 

have cited this policy change as one of the main reasons for their program growth. Staff should 

make sure that requests meet these expenditure caps or request an exemption from the Zip 

Books Project Coordinator in order to purchase the item.  

 

For larger programs or special situations in which you find you have “power users” living under 

one house, libraries may also choose to set a monthly limit for households. Riverside Public 

Library established a $200 monthly limit per household, which impacted a handful of large 

families that had multiple members requesting their maximum number of items each month. 

Goleta Valley Library has taken a different approach by just setting a cap of five items per 

household per month. Both approaches have their pros and cons, and require a different level of 

tracking. Should your library find that 

setting a household limit may be 

necessary to ensure you have 

enough grant funds for the whole 

fiscal year, you will want to consider 

what limits are easiest to implement 

and track since you will be required to 

keep an eye on these limits each 

month. This will require some 

changes to staff procedures and 

updates to your internal tracking tool 

to help staff more easily track these 

various limits. 

 

 

Photo courtesy of Christian Koszka, FreeTime Productions 
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Zip Returns (ongoing) 

In conjunction with tracking requests, library staff are also asked to track returns to determine if 

Zip Books items have been returned, if items are still out or outstanding, or if items are missing or 

damaged. This information should also be tracked using your internal tracking tool, especially the 

number of returned Zip Books that are then added to your library collection. Furthermore, if your 

library has set a limit on the number of “active” requests allowed at one time, such as only 1 or 2 

requests at a time, then tracking returns will help staff know when requests should be processed 

or held until active requests are returned.  

 

The process for tracking returns will differ depending on whether or not your library establishes a 

due date or time period for requests to be returned. If some sort of deadline is set, then staff will 

want to follow-up with patrons when items are not returned on time. For those libraries that check 

out Zip requests to patrons’ accounts, this can easily be done as part of your library’s normal 

process of sending email reminders for overdue books. For other libraries, it may be useful to 

create a “Zip Book Overdue Notice”, like the one created by Lake County Library (see 

Attachment O), which can be sent out to patrons by email or mail. 

 

While it is possible for libraries to set no due date, thus allowing their patrons to utilize their 

request for as long as needed, this can result in items not being returned or a low number of 

items that can be added to your library collection. Therefore, it is recommended that some sort of 

deadline be established even if checking out items to a patron’s account is not a part of your 

normal request procedures. If your program does not set a due date, then establishing a timeline 

for following up with patrons is still suggested, such as 6 months from the initial request or at the 

end of each fiscal year.  

 

 

Patron Communications (ongoing) 

Many patrons find it useful to know that their Zip Books request was received and processed so 

they can keep an eye out for their request in the mail. Some participating libraries will send 

emails notifying patrons of delivery dates, along with instructions on when the item is due and 

how to return it when done. However, even form messages notifying patrons that their request 

was received and providing them with an average processing time can be extremely  

helpful and much appreciated by patrons. Staff will often create an Amazon gift message for the 

patron when ordering the book and include information like the item barcode and return process. 

Besides following up with patrons at the beginning of the request process, you may also need to 

reach out to them at the end of the process when their Zip items are due or have been out for a 

long time. Not only will patrons welcome the reminder, but it may also help you catch items that 

may have incorrectly been returned through your library’s book drop. Moreover, it is always good 
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practice to notify patrons if are any issues with their request, like if their request is denied, 

delayed, or was ordered through other means. Examples of patron communications are shared in 

the staff procedures shown in Attachment N, as well as the patron notifications shown in 

Attachment O. 

 

If your program is large or you have a sizable base of Zip Books users, then you may be sending 

a large number of emails to patrons regarding their requests. This can be complicated if multiple 

Zip Books staff are involved with contacting patrons. Adding a column in your internal tracking 

tool specifically for tracking communications can be a quick and useful addition. Being able to 

track all communications to patrons will not only help to minimize confusion and keep things 

organized, but it will save staff time from having to search through emails and inboxes to find out 

if a specific patron had be notified or not. Likewise, putting one staff member in charge of all 

patron communications is another useful way to minimize confusion and streamline your overall 

Zip Books process. 

 

 

Patron Notes (ongoing) 

Just as you would want to track all patron communications, being able to share and track notes 

about individual patrons can also be very helpful, especially if you have any “problem patrons” 

that staff will need to keep special eye on. Since it is also a requirement that patrons must be “in 

good standing” in order to request a Zip Books (see item 1 in Attachment B), you will want to 

add notes to your internal tracking tool or your integrated library system so that staff can quickly 

identify whether or not a patron is eligible to participate or if they have temporarily or permanently 

lost their good standing.  

 

Besides patrons who have abused the program, you may also want to add notes regarding 

issues with patrons returning items properly or in good condition, or problems with deliveries 

being stolen or lost. Many libraries have a policy of allowing one first offense and reordering the 

requested item without issue. However, should it happen again with the same patron, staff are 

encouraged to arrange for future Zip Books requests to be delivered to a different address. For 

example, you might ask if there is another residence or a work address that you could ship to, or 

you could require that they pick up their requests from their local library branch. Keeping track of 

these instances can help staff to monitor for trends or identify repeat offenders, saving you folks 

time and money in the long run. 
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TRACKING FOR OPTIONAL USE 

 

Circulation Information (ongoing) 

On top of the data that needs to be tracked for NorthNet and the State Library, or for your own 

internal records, libraries may also want to track additional points of information for optional use. 

One that is highly recommended is tracking circulation information regarding Zip Books items. 

Many libraries will change the record type when importing bibliographic records for Zip Books 

items added to their library collection so that a quick search of their integrated library system will 

help them to identify all the Zip Books items in their catalog (see Attachment N). This is 

especially helpful if your library has added many Zip Books items or if you have multiple branches 

in your system. Tracking this circulation data can be helpful for: 

 

• Creating Zip Books displays, such as “See what your local community is reading!” 

• Tracking interlibrary loan data to see if Zip Books items are being sent outside of your 

system 

• Acquisitions and collection development planning, such as identifying holes in your 

collection that Zip Books has been filling 

• Gathering program statistics to share with library management, such as the total amount of 

items added over the years and the number of times those items have been checked out  

 

 

Total Requests Received (monthly) 

In addition to monthly statistics and local library funded statistics, libraries are also asked to share 

supplemental statistics if this data is already being tracked by your library. While this data is 

optional, it is still useful to have as it can help libraries and program management to see where 

adjustments can be made to the program. For example, expenditure caps were raised when it 

was identified that requests were being denied because they did not meet the previously set cap 

of $35.  

 

One of optional supplemental statistics that can be tracked is the total number of requests 

received each month. This statistic used to be required for all libraries, but is now no longer 

needed. However, libraries may choose to still track this in order to see how many of the total 

requests received are actually processed. Knowing this could help libraries to clarify program 

policies more clearly so that patrons understand what items are eligible for request through the 

Zip Books program, which can save staff time and effort. 
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Item Formats (ongoing) 

Another optional supplemental statistic you may want to track is the format of the item requested, 

whether regular print, large print or audiobook. This may be useful in seeing where there may be 

gaps in your program marketing. For example, Redwood City Public Library created a special 

flyer to market Zip Books in their audiobook section since they found that many users did not 

realize that they could use Zip Books to request items in that format as well.  

 

Item Genres (ongoing) 

The item genre is another optional statistic that some libraries continue to track for their 

information and usage. The statistics reporting form has these broken down to adult fiction/non-

fiction, young adult and children’s fiction/non-fiction, and non-English language items. However, 

libraries may track additional categories.  

 

Just as with item formats, being able to see what genres are being requested and what genres 

are not can help libraries to adjust their marketing or look for new ways to bring more Zip Books 

users to the program. For example, libraries might encourage more families to use the program 

by asking the Children’s Librarians to talk about Zip Books with parents at the reference desk or 

during Storytime. Likewise, you might find that you are getting a lot of requests for Adult and 

Children’s items, but not very many Young Adult titles. This might tell you that you need to do 

more outreach to this age group and promote the service to the Teen clubs that your library 

hosts. 

 

Staff Time (monthly) 

Staff time is another statistic that used to be tracked on a monthly basis, but is no longer 

required. However, if your program is growing or if you have multiple staff working on Zip Books, 

it may be useful to have them tracking the time they spend working on Zip Books, whether it is 

just processing requests or anything Zip Books related. This information may be useful in 

determining the staffing requirements for the program and help your library identify areas in the 

process that need to be streamlined. 
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TRACKING WORKFLOWS  

Organized by Data Type 

This following section demonstrates and discusses 

when different points of data are tracked and how. 

Workflows will vary for each individual Zip Books 

program depending on their own library needs and 

procedures. 

 

 
Photo courtesy of Christian Koszka, FreeTime Productions 
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TRACKING REQUESTS 

This workflow may differ depending on your library’s own request processing procedures, but it 

gives a general idea of best practices for how and when Zip Books requests are tracked. If your 

library has multiple branches, then additional steps may be required to track requests coming from 

different locations. 

 

 

  

 

Zip Books request is 
received and staff 

determines whether or not 
to process request. Items 
not approved should still 

be tracked for reference in 
case similar requests are 
submitted in the future. 

If patron is a frequent user 
or part of a household of 
frequent users, then staff 
checks that monthly item 

and/or household limits are 
met and not exceeded.

Staff orders approved 
request from Amazon and 
inputs all required data into 

tracking tool, including 
requestor information, item 

title, cost, delivery date, 
etc.

If part of your process, 
patron notifications are 

sent so they can also track 
their requests. 

Notifications should also 
be sent regarding 

unapproved requests, 
including the reasons why 

and alternative options.

Items are either checked 
out to patron's library 
account or reminder 

emails are sent to patrons 
regarding the return 
process. If tracked, 

notifications are also noted 
in tracking tool.

Staff monitors email 
account associated with 

Zip Books Amazon 
account to ensure there 

are no issues with orders 
or deliveries. Issues are 
noted in tracking tool for 

future reference.

Returned items are 
checked in, taken off a 

patron's account, or return 
status noted on Zip Books 

tracking tool. Follow-up 
emails are recommended 
if patrons have had items 
for longer than 6 months. 

Staff reviews returns to 
determine if items should 

be added to library 
collections or offered to 

other participating libraries. 
The final status of the item 
is noted on tracking tool.

Damaged, lost, or 
undelivered items should 
be noted on tracking tool 
and possibly Integrative 
Library System so that 

repeat offenders can be 
tracked.
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Best Practices 

 Your Zip Books tracking tool should serve as a one-stop for your program staff with all 

necessary information being tracked, including patron information, item information, request 

status (ordered/returned/denied/etc.), program spending, if item is added or shipped to 

another library, and other additional notes and comments. For reasons of convenience and 

accessibility, it is recommended that libraries create a digital tool, such as an Excel 

spreadsheet, Google Sheet, SharePoint, or Microsoft Access database. This is especially 

useful if staff are working from home or from different branches.  

 

 While it does take additional time, many patrons do appreciate receiving notifications about 

their requests, whether approved, denied, or on its way. Some libraries send a separate 

email notifying patrons of the status of their request, along with instructions on when and 

how to return an item. Staff can also create an Amazon gift message for the patron when 

ordering the book, but this option is not always available when purchasing from third-party 

sellers.  

 

 In addition to a Zip Books tracking tool, you can also make use of your existing integrated 

library system or library management system to help with your program tracking. For 

example, adding notes in a patron’s account will help your staff keep track of patrons who 

have abused the program or have had problems with returning items properly or in good 

condition. Notes in patrons’ accounts can also be used to set “friendly reminders” for patrons 

regarding any outstanding Zip items. Staff can also add notes to the note field of an item’s 

bibliographic record, allowing you to quickly identify all the Zip items in your library catalog, 

including those that may be overdue. 

 

Supporting Documents 

 Sample Tracking Spreadsheet (Attachment D) 

A simple tracking spreadsheet, such as the example shown here, can help staff easily 

keep track of requests from beginning to end. Additional tracking templates can be 

found on the Zip Books website at: https://northnetlibs.org/policies-and-best-practices/. 

 

 Patron Notifications (Attachment O) 

Notifications can come in various forms, as demonstrated by the notices shown here. 

Providing as much item information, possibly even a photo of the item, can help patrons 

to distinguish the right item. This is especially helpful for patrons with multiple requests 
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out who may have difficulty locating the item in their home. 

 

 Zip Books Returns Form for Staff (Attachment P) 

To help streamline their return process, Mendocino County developed a form for staff 

that flags a returned Zip Book. They also included an option for patrons to indicate their 

interest in purchasing the item should the library decide not to add it to their collection. 

 

 Zip Books Return Envelope (Attachment Q) 

Similarly, Pacific Grove Public Library provided each in-person patron request with a Zip 

Books return envelope to help streamline their return process and ensure that Zip 

returns are distinguished from all other returns and donations. This also allows patrons 

the freedom to return their items using the library book drop instead of having them to 

come into the library to return the item directly to a staff member. 

 

 Book Strap (Attachment R) 

For patrons that prefer to pick up their Zip Books items at their local branch library, or 

that are required to do so due to shipping issues, then creating a book strap like Lake 

County Library can help both patrons and staff keep better track of Zip Books requests 

by distinguishing these items from other library materials. 
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TRACKING EXPENDITURES 

The tools used to aid in tracking expenditures might be different for libraries who have an Amazon 

corporate credit line versus those that have an NLS-issued credit card, but this workflow still gives 

a pretty good overview of when and how program expenditures should be tracked by library staff. 

 

 

  

Zip Books request is received 
and staff checks Amazon to see 
if item falls within set expenditure 
caps ($75 pre-tax for audiobooks 
and foreign language items, $50 

pre-tax for all other books).

If item exceeds expenditure cap, 
staff decides whether or not to 

deny request or request an 
expenditure approval from the 
Zip Books Project Coordinator.

Staff orders item, selecting Prime 
shipping or the cheapest 

shipping option available, and 
inputs total cost in Zip Books 

tracking tool.

When Amazon statement is 
received or monthly Order 

History report is generated, staff 
reviews orders to verify final cost 

of items.

Zip Books tracking tool should be 
updated to show most up-to-date 
expenditure costs, including any 

refunds processed.

Staff reviews remaining Zip 
Books funds to determine if 

program spending is on track or 
if adjustments should be made to 
increase or decrease spending.
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Best Practices 

 No matter if you have an Amazon Corporate Credit Line or an NLS-issued credit card, it is 

recommended that you track your program expenditures on an ongoing basis, preferably 

monthly if not weekly. This will help to ensure that your program spending is on track and 

prevents any unexpected “surprises”, such as running out of funds too soon.  

 

 One way to help your staff effortlessly track program spending is to simply incorporate this 

function into your Zip Books tracking tool. For example, if you are using an Excel 

spreadsheet, formulas can be built into your system so that your remaining budget is always 

up-to-date as requests are inputted and processed. In this way, staff will always know the 

amount of funds available for requests. 

 

 Since Zip Books is a grant funded program and funding is limited, it is a good idea to also 

set a monthly budget as a safeguard. This can easily be done by dividing your total 

allocation by the number of months remaining in the fiscal year. However, even a loose 

monthly budget that gives your staff a range to work within can be helpful. Again, this will 

ensure that your program stays within its allotted budget and that you do not exceed your 

allocation and have to pause your program early. 

 

 Utilize the Zip Books Fiscal Department by checking in once or twice a year to make sure 

your remaining allocation balance matches what is shown on their own fiscal tracking 

spreadsheets. You can send an email anytime to the Zip Books Project Coordinator or 

submit a request when you send over your monthly invoice or Order History report. 

 

 

Supporting Documents 

 Sample Amazon Invoice and Order Details (Attachment F) 

A copy of what an Amazon invoice looks like is shown in this sample. For additional 

instructions on how read your monthly statement, refer to the Tracking Tools section of 

the toolkit. 

 

 Retrieving E-Statements (Attachment J) 

For libraries that have set up online access to their Amazon Corporate Credit Line and 

signed up for electronic statements, instructions are provided on how to retrieve current 

and past statements. 
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 Sample Order History report (Attachment G) 

A sample of a general Order History report is shown here. However, individual reports 

may look differently depending on each library’s type of Amazon account and data 

retrieval method used.  

 

 Amazon Data Request Instructions (Attachment H) 

These instructions show how to generate an Order History report through Amazon’s 

website. Additional information is provided in the the Tracking Tools section of the 

toolkit, including instructions for using a Google Chrome Extension to generate a similar 

report. 

 

  



 

Tracking 
Toolkit 

 

Updated 3/4/21 26 

TRACKING STATISTICS 

This workflow demonstrates where your monthly statistics can be tracked throughout the Zip Books 

process in order to make statistics reporting easy. Keep in mind that statistics should be tracked 

from the 1st of the month to the last day of the month. This differs slightly from the monthly invoices 

and Order History reports, which follows a different billing cycle. 

 

  

Zip Books request is received 
and staff checks if patron is a 

first-time user or a repeat user. A 
list and/or running count of Zip 

Books users can be tracked on a 
separate spreadsheet for easy 

reference.

Staff orders item on Amazon and 
inputs request details in Zip 

Books tracking tool. This may 
include optional statistics, such 

as genre or format, that the 
library may choose to track for 

their own purposes.  

If library is supplementing Zip 
Books with local library funds, 

then the # of items ordered, # of 
items added, and total 

expenditures are tracked and 
reported separately. 

When Zip Books items are 
returned and processed, staff 

should track the number of items 
added to the library collection.

If Zip Books discards are 
received from other libraries, 
those new items should be 

added to your count of "items 
added".

When monthly statistics are due, 
staff inputs available data on 

reporting form, including 
MONTHLY statistics, LOCAL 
LIBRARY FUNDED statistics, 

and OPTIONAL statistics.
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Best Practices 

 In the past, many libraries used the Order History reports to track their running total of Zip 

Books users. However, with Amazon’s new Data Request function, this cannot easily be 

done each month. Libraries may find it more useful to create a separate Excel spreadsheet 

or even a Word document to track your first-time users. Alternatively, libraries can also build 

a separate column into their internal tracking tool in order to track this information. 

 

 The new statistics reporting form was designed to help libraries easily track the growth of 

their Zip Books program over the course of the fiscal year. Instead of inputting your monthly 

data on a new form each time, try saving your previous month’s report under a new file 

name and inputting your new data as you go. This not only serves to double-check your 

statistics so that your running total of Zip Books users is always accurate, but should staffing 

changes occur, it means all your reported statistics can be found in one place. 

 

 If your library does not set a due date for Zip Books items to be returned, it may be useful to 

review all outstanding items at least once a year. If patrons have had items out for more 

than 6 months, a friendly reminder can help to encourage more items to be returned or 

identify items that are missing or were returned incorrectly. 

 

Supporting Documents 

 Statistics Reporting Procedures (Attachment K) 

For a complete overview of statistics reporting, review the “Zip Books Statistics 

Reporting Procedures for FY20-21” document. 

 

 Sample Statistics Reporting Form (Attachment L) 

Screenshots of the statistics reporting form, including the different reporting tabs, are 

shown in the Supporting Documents section of this toolkit. The most up-to-date form 

can be found online at https://northnetlibs.org/statistics-reporting/. 
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TRACKING TOOLS  

Organized by Type 

This following section discusses some of the resources 

and tools that can be utilized by your library to aid in 

program tracking. You may choose to utilize some or all 

of the various tools available, depending on the size and 

needs of your program.  

 

 
Photo courtesy of Christian Koszka, FreeTime Productions 
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INTERNAL TRACKING TOOL 

 

As part of the program requirements, libraries are required to develop a tool to internally track Zip 

Books items and keep record of all your program orders and activities. Many libraries use an 

Excel spreadsheet, but other platform suggestions include SharePoint, Google Sheets, and 

Microsoft Access. Some libraries prefer an “old school” method instead and will maintain Zip 

Books file folders or binders. While this may work for smaller libraries that do not process many 

requests, there are limitations to this approach. For instance, if you have multiple staff members 

working on Zip Books from different locations, such as from home, then this analog approach will 

not work. Although creating a tracking tool on Excel or another platform will require some initial 

set up time and work, it will pay off in the long run to have a tool that is accessible, adaptable, 

time-saving, and easy to use.  

 

Whatever method your library decides on, this tool will be what your team will use to track a Zip 

Books request from when it is placed to when the item is returned to the library. Information 

included in your tracking tool should consist of: 

 

• Patron name and contact info, including shipping information. At Kern County Library, they 

choose to indicate their library card or borrower number instead 

• Library branch where requested 

• Book title, author, and format (regular print, large print, or audiobook) 

• Item costs, including refunds and returns 

• Genre type or collection (e.g. Children’s, Adult Non-Fiction, Mystery, etc.) 

• Date requested, date ordered, and date due 

• Order status (e.g. ordered, returned, etc.) 

• Item added or not added to library collection 

• Patron communications 

• Comments and notes, including why an item was not ordered, if an item had to be 

reordered, or if there have been past issues with this patron 

 

Besides your normal patron and item information, you may also want to include notes regarding 

past orders or patron issues. For instance, when patrons claim an item was not delivered to them 

and must be reordered or sent to another acceptable address, you will want to add notes about 

that particular order or patron. Additional patron communications can also be tracked, such as 

whether or not a gift message was included or if an email reminder was sent. If multiple staff 

members are communicating with patrons, this helps to lessen confusion and additional work. 

 

To make your Zip Books team always aware of the amount of funds available for requests, your 

tracking tool can also be used to continuously track program spending. If you are using an Excel 
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spreadsheet as your tracking tool, formulas can be built into your spreadsheet to automatically 

deduct expenditures from your allocation balance as each request is inputted and processed. To 

ensure that expenditures are tracked correctly, it is recommended that you reconcile your 

tracking tool against your monthly statement or Order History report, as item and shipping costs 

can occasionally change between the time an item is ordered and it is shipped, which is when 

Amazon bills your payment method. This would also be the time in which to note any refunds or 

returns so that your available balance is accurate. 

Likewise, your tracking tool can be used to help you gather statistical data that your library will be 

required to report on a monthly basis. It can be as simple as making sure those points of data are 

tracked, such as whether or not an item is added to your library collection. However, if you are 

familiar with Excel formulas, you can also choose to build your system to automatically gather 

statistical data as needed. This is demonstrated in the “Riverside Public Library Zip Books log 

template”, available at: https://northnetlibs.org/policies-and-best-practices/. In their template, a 

separate tab was created specifically for gathering stats, allowing them to quickly calculate the 

requested data by simply entering the date parameters. This may be too advanced and 

unnecessary for small libraries, but it gives you an idea of the things that can be done to help 

streamline your program. A separate tab 

can also be created to specifically help you 

track your running total of Zip Books users. 

Since patrons are only tracked once the 

first time that they use the program, you will 

want some way to check if they have been 

counted already. Creating a list of Zip 

Books users, either by name or library card, 

is a simple way to do this. Other libraries 

have tracked this by adding a separate 

column to indicate a “YES” for new patrons 

or a color-coded “F”, which is what 

Mendocino County Library and Torrance 

Public Library has chosen to do.  

With so many elements being tracked, it may be useful to create and utilize a shorthand or color 

coded system for notes, such as indicating “Billed” for items that were billed to a patron account 

or highlighting items in yellow that have any issues, like if an item is backordered. Providing a 

quick reference guide or instructional sheet for your tracking tool is also a good idea if you have 

multiple staff members working on Zip Books, all of whom may be inputting data into your 

tracking tool. This not only prevents confusion and possible errors while inputting data, but it also 

ensures consistency even if staff changes should happen. The “Riverside Public Library Zip 

Photo courtesy of Christian Koszka, FreeTime Productions 
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Books log template” also provides a useful guide on how their template works. Additional 

instructions are included using the “Note” function on Excel, but adding “Comments” would also 

work. While your guide, or tracking tool for that matter, need not be as detailed or complex as 

what Riverside Public Library has created, leaving some instructions is still a good practice.  

 

In addition, along with the requests that you process you may also want to track those requests 

that do not get approved, for your own internal purposes. While we like to say that Zip Books is a 

quick and convenient way for patrons to receive the items they are looking for, not every request 

received gets fulfilled. The reasons for this may vary. For example, it could simply be because the 

item cannot be found on Amazon or it is too expensive. Quite often staff may find that the library 

already owns the item. If you find that you are not getting a lot of requests or that many requests 

are not being fulfilled, being able to track that and further explore the reasons why, may help you 

to improve your service and be able to better communicate program parameters to patrons. 

 

An example of a simple tracking spreadsheet is included in Attachment D. For most small 

programs, this template provides everything needed to keep track of their Zip Books requests. 

For a slightly more detailed template, check out “Merced County Library Zip Books Stats and 

Budget template“ available at: https://northnetlibs.org/policies-and-best-practices/. Conversely, 

other larger libraries have found it necessary and more beneficial to design more complicated 

spreadsheets, or even create an Access database to track their Zip Books orders, as Sacramento 

Public Library has done. The complexity of your tracking tool will depend on your own program 

needs. You may find that as your program grows so must your tracking tool. However, you will 

want to keep in mind the staff time and labor required to input information and maintain the 

overall system, and try to limit data entry to only what is required. A fine-tuned tracking system 

will have everything needed to track a request without any redundant information.  
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AMAZON ACCOUNT FEATURES 

Using the tools already available to you through your Amazon account can help your library keep 

up with tracking requirements. The following are some of the most commonly used tools, but 

other resources are available including Amazon’s Help page. Also, if your library has a Business 

Amazon account, there may be additional tools offered. Should there be issues with your Amazon 

account or with an order, you do have the option to contact an Amazon Customer Service 

representative either by phone or by chat. Most libraries report having better luck using the chat 

option. Keep in mind that the representative you are connected with may not have all the answers 

to your questions so you may need to contact them more than once. Note that this is separate 

from your Amazon Corporate Credit Line, which has its own contact number. This is discussed 

further in the “Online Credit Line Account” section. 

 

Your Orders Page 

Your Orders page is a handy resource that allows you to see all the orders placed by you and 

your Zip Books team (see Attachment E). You can view the orders placed in the last 3 months, 

last 30 days, throughout the whole year, or in past years. By using the provided search bar you 

can also do a search for items by title, author, subject, order number, and sometimes even by the 

name of the person to whom the item was shipped. This would be useful if you are trying to 

determine if a specific title has already been ordered before, since program parameters do allow 

duplicate requests up to 3 copies.  

 

To further assist your staff in keeping track of pending orders, you can also click on “Open 

Orders” to view those items that have yet to be delivered. This would include orders that are 

backordered or that having a pending publication date, which some libraries may choose to order 

at the time of the request instead of waiting. Checking under “Cancelled Orders” will also help 

staff keep on top of items that may be unexpectedly cancelled, such as those ordered from third-

party sellers, requiring you to order the item once again.   

 

Order Details and Individual Invoices 

Also available through Your Orders page are the Order Details and individual Invoices for each 

order placed. Both provide useful information such as the order number, item ordered, delivery 

address, shipping date, total charged, date charged (this is usually the date shipped instead of 

the date ordered), and payment method used. All of which you may need to input into your 

internal tracking tool if it is not automatically done at the time of ordering.  

 

The Order Details page also includes helpful options such as “Track package” or “Return or 
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replace items”. These tools can come in handy when a patron claims an item was not received 

and you need to try to track down the order or possibly reorder the item for them. 

 

On occasion, NorthNet’s Fiscal Department may ask for the individual Order Details for a specific 

order. For instance, when duplicate items are ordered during the same month, Fiscal staff will 

request additional information in order to verify each item was shipped to different patrons. In 

situations such as this, a copy of the Order Details or printed Invoice is all that is needed. A 

sample of an Order Detail is shown in Attachment F of the Supporting Documents section. 

 

Address Book 

Another Amazon Account feature that libraries will sometimes use to help them track their 

running total of Zip Books users is the address book. A screenshot of an Amazon address book is 

shown in Attachment E. For libraries that are just beginning or that have relatively small 

programs, counting the number of names listed on Your Addresses page is a quick and easy way 

to gather this statistic. However, there are limits to this approach. For example, if your library has 

more than a hundred addresses saved then it can be quite a lot to count. Furthermore, if your 

library has a standard Amazon account, then your address book is limited to only 500 names, at 

which point Amazon will start randomly deleting names off your list.  

 

If your program has been around for a number of years, or your program is extremely popular in 

your community, then using your address book to count your number of users will only work until 

you hit the 500 mark. To avoid this issue, some libraries have opted to upgrade to a Business 

Amazon account, which has no such limit. An equally effective approach, although it may require 

some time and planning, is to create a separate Excel spreadsheet or even Word document to list 

and number your first-time Zip Books users by name or even library card number. To help you 

start this list, libraries can generate an Order History report and adapt that report, making sure to 

delete any duplicate names. This is further discussed in the next section. For libraries that choose 

to stay with the standard Amazon account, it is recommended that staff routinely purge old 

addresses from your address book to avoid having to reinput addresses for frequent users. 
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ORDER HISTORY REPORTS 

Order history reports are another tool that libraries can use to aid in tracking program 

expenditures. However, some libraries have also used it for statistical tracking. There are 

currently three ways in which a library can generate an Order History report, further discussed 

below. The resulting reports will look different from one another, but will include most of the 

information one would need. The reports, available as a .csv file that can be converted to an 

Excel file, include useful information such as Order ID, title, category, order and shipping dates, 

shipping information, payment information, and item and shipping costs. Information on refunds 

and returns is also available, which you will want to take into account when reconciling 

expenditures, but that data is accessed differently depending on the method used to generate the 

report.  

 

If your library was issued an NLS credit card, then your monthly statements are sent directly to 

NorthNet for processing instead of to your library, and you are required to generate an Order 

History report to be sent to ZipBooksInvoice@northnetlibs.org for review each month before your 

payment can be processed (see item 4 of Attachment C). This is so NorthNet’s Fiscal 

Department can reconcile your credit card statement against your Order History report and verify 

the amount spent. Likewise, libraries are encouraged to use these reports for their own 

reconciliation purposes as item and shipping costs can sometimes change from the time it is 

ordered to the time it is shipped, which is when Amazon charges your payment method for the 

order. For their reconciliation purposes, the Fiscal Department will filter and sort orders by 

shipping date, and review those orders placed between the 7th of the previous month and the 6th 

of the current month to match the billing cycle of the NLS credit card statements. However, 

libraries may find it more useful to keep their Order History reports organized by order date, 

which is when requests are most likely inputted into your tracking tool.  

 

Should your library not already have a process in place for tracking your running total of first-time 

Zip Books users, then Order History reports can also be used to track this statistic. To do this, 

just apply a Data Filter to the full report, then sort by shipping address or the requestor’s name. 

Names will be sorted by the first letter of the first name and will include duplicate listings that you 

will need to remove since patrons should only be counted once no matter the number of times 

they have used the Zip Books program. This process may take time if you have a large number of 

users so it is recommended that you save yourself time and effort each month by creating a 

reference list of users to which new users can be added, or by adding a specific column in your 

tracking spreadsheet to help identify your new users, as mentioned in the above section about 

the “Internal Tracking Tool”.  

 

The three methods for generating an Order History report and their various benefits and 

drawbacks are discussed below. Keep in mind that Amazon features and procedures may 
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sometimes change, or become unavailable due to changes to their website. However, you should 

still be able to generate a report through one of the other means available. If your library has an 

Amazon Business account, then the process for generating your Order History report remains the 

same as it was before and no changes need be made. These instructions are provided in the “Zip 

Books Invoicing Procedures” document found as Attachment C in the Supporting Documents 

section. No matter the method used, all libraries are encouraged to retain copies of full or monthly 

Order History reports for your own recordkeeping and auditing purposes. It is recommended that 

these be held for a period of one year after the end date of the grant. Should libraries also wish to 

retain copies of their NLS credit card statements, requests can be sent to the NorthNet Fiscal 

Department at ZipBooksInvoice@northnetlibs.org. 

 
 

 

Amazon Order History Reports  

Another feature available through your Amazon account is the ability to generate Order History 

reports. Previously, this feature was easy to find and use, allowing libraries to quickly generate 

four types of reports: 

“Items”, “Orders and 

shipment”, 

“Refunds”, and 

“Returns”. For a time, 

this feature was 

unavailable on the  

website and was 

replaced by the Data  

Request function (discussed below). Fortunately, Amazon has recently reinstated this old feature, 

although it is not as easy to locate as it was before. It is unknown whether or not this change is 

permanent, and the process will differ slightly from the original instructions shared in the “Zip 

Books Invoicing Procedures” document (see Attachment C in Supporting Documents).  

 

To find this feature once again, you would log into your Zip Books dedicated Amazon account 

and go to “Your Account”. Under the “Ordering and shopping preferences” box (found on the left 

center of the page), you will find the option to “Download order reports”. Clicking on this link will 

take you to the Order History Reports page where you would generate your reports as before, by 

selecting the “Report Type”, inputting the Start and End Dates, and indicating a “Report Name” 

for easy reference. For monthly Order History reports, an “Items” type report is all that is needed. 

Occasionally, the Fiscal Department may request that you also generate an “Orders and 

shipment” report or a “Refunds” report, such as during the end of the fiscal year when they are 

working to reconcile your account. It can sometimes take a few minutes to generate the reports 
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and an email will be sent once the reports are available for download, but the process is much 

quicker than the Data Request function. Alternatively, a search of “Order History Report” in the 

Help page search box will also bring you to the right page. 

 

 

 

 

 

 

 

Amazon Data Request 

For a time, changes to the Amazon website resulted in libraries being unable to quickly generate 

Order History reports. Instead, users were required to submit a Data Request to Amazon, which 

could take anything from a couple of days to a week to receive. This new process was clunkier 

and required some planning. The biggest inconvenience and hurdle for many libraries is the one-

time password that is required to access your reports once they are available to be downloaded. 

This requires staff to have access to the phone number associated with their Zip Books Amazon 

account. If staff are able to use their personal cellphones this is not an issue, but those that are 

unable to do so, may have trouble receiving their password using their work line. Keep in mind, 

that if you do choose to use your personal cellphone as the number associated with your Amazon 

account, this may require disassociating your number from your personal Amazon account. One 

can change this each time you need to access your report, but it can be a hassle.  
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At the time of this update, the previous way of generating Order History reports has been 

reinstated on the Amazon website and the Data Request function seems to have been 

deactivated. However, it is unknown whether or not this change will be permanent so the 

procedures are being included for reference but may not be accurate or available. Step-by-step 

instructions on how to use the Data Request function to retrieve a “Retail.OrderHistory.zip” report 

can be found in Attachment H. Note that the reports generated using this method will include 

ALL the past orders placed through this account. If you want a history of all your past 

expenditures this is helpful, however, for the monthly reports requested by NorthNet’s Fiscal 

Department, libraries are asked to edit the reports to only include the requested time frame, 

which is usually the 10th of the previous month to the 10th of the current month. Also, refunds and 

returns are not included in the “Retail.OrderHistory.zip” report. Instead, you will need to download 

a separate report titled “Retail.OrdersReturned.Payments.zip”. 

 

Google Chrome Extension 

As an alternative to Amazon’s new Data Request function, libraries also have the option to use 

the Amazon Order History Reporter Chrome extension. This option does require your library to 

use a Google Chrome browser and download an extension from the Chrome Web Store. A 

preview of the extension along with the link to where you can download it is shown in 

Attachment I of the Supporting Documents section. Many staff members have indicated that this 

option is much easier to use and does not require any waiting time. However, there are a few 

things that you should be aware of. Firstly, you will want to make sure that you are able to 

download and install this extension to your Chrome browser on your work computer, which due to 

local restrictions may not be allowed. Secondly, you may need to routinely delete your cookies in 

order to make this extension work, otherwise new data may not be generated. Thirdly, much like 

Amazon’s “Retail.OrderHistory.zip” report, all past orders will be generated, but it will be limited to 

the selected year. You will still need to edit the reports to only include the requested time frame 

for your monthly Order History reports submitted to the Fiscal Department for review. If you are 

wanting to gather ALL past data you would need to generate a report for each year and compile 

the results together. If this is your goal, such as when you are trying to build your list of Zip Books 

users, then it may be more efficient to submit a Data Request to Amazon and generate one large 

report instead.  

 

Step-by-step instructions on how to use this extension are provided on the extension page of the 

Chrome Web Store. The extension will not work unless you are signed into Your Orders page on 

your Zip Books Amazon account. To use the extension, click on the puzzle icon, usually located 

at the top right corner of your browser. If you have multiple extensions installed you will need to 

select the appropriate one. 
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MONTHLY AMAZON STATEMENT 

 

For the libraries that set up an Amazon Corporate Credit Line (ACCL) as the payment method for 

their Zip Books program, a monthly statement will be sent to your library, either by mail or by 

email if you signed up to receive e-statements. Printed statements usually begin arriving around 

the 15th of the month, though they can sometimes take longer to arrive, while e-statements are 

sent out on the 10th of the month. Instead of submitting an Order History report to the Fiscal 

Department for review each month, libraries with a credit line are asked to scan ALL pages of the 

statement and email it as a PDF file to NorthNet at ZipBooksInvoice@northnetlibs.org. Refer to 

the Attachment C for the full invoicing procedures. Once received, the Fiscal Department will 

review and audit invoices in order to closely track expenditures and ensure program policies are 

being followed. Libraries are also encouraged to do the same for their own fiscal reconciliation. 

This can be done each month when statements are received or on a bi-monthly or quarterly 

basis, depending on staff time and your available funds. For instance, staff might want to keep a 

closer watch on expenditures during the end of the fiscal year, or when you are nearing the last of 

your allocated funds, to ensure that your program does not overspend. 

 

When reconciling your internal tracking tool with your statements, it is useful to know that 

Amazon does not charge the cost of an item until it is actually shipped. This is good to know for 

two reasons. Firstly, sometimes shipping costs, and even item costs, can change between the 

time that the order was placed and when it is shipped and charged to your credit line. Reconciling 

your credit line charges against your tracking sheet will ensure that your expenditures are 

inputted correctly and that you are not inadvertently shortchanging yourselves. Secondly, even 

though staff might have placed orders on the 8th of the month, if it does not ship out by the 9th, 

then it will not be included in that month’s invoice. This is due to Amazon/Synchrony’s billing 

cycle, which runs from the 10th of the previous month to the 9th of the current month. This is 

especially important to be aware of when libraries are trying to meet expenditure deadlines, such 

as when check-in dates are set or when transitioning from one fiscal year to another. You will 

also want to keep this in mind should you ever request an allocation balance from NorthNet’s 

Fiscal Department so that you are aware at which point you will need to refer to your own internal 

tracking tool to calculate your most recent purchases.  

 

An example of what an Amazon statement will look like can be found in Attachment F. The first 

pages of your statement consists of the “Payment Stub”. This is what NorthNet’s Fiscal 

Department submits to Synchrony, along with a check payment, so that they know how to apply 

the payment (as indicated by a check box next to the invoice number). The “Payment Stub” 

includes any “Payments Received” and processed by Synchrony since the last statement, a list of 

the Current Invoices (listed by payment or shipping date), and any “Unapplied Payments & 

Credits” due to refunds or returns. On the bottom of the last page of the “Payment Stub” will be 
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the total balance due, along with a summary of the current total invoices, previously billed 

invoices that are overdue, and the total amount of credits. A space is provided for staff to indicate 

the total payment amount enclosed. 

 

Keep in mind that a payment may not always be due at the time. This is because invoices are 

due 60 days after the end of the last billing cycle. For example, invoices included in your 10/10 

statement, which includes orders placed between 9/10 – 10/9, are not due for payment until 12/5. 

All payments are due on the 5th of each month. When reviewing your statement, the Fiscal 

Department will make note of this due date and will bulk your monthly orders together using this 

date. What this means is that invoices processed before 10/9 will be counted as part of the 10/10 

statement, while orders processed 

between 10/10 – 11/9 will be counted 

as part of the 11/10 statement. While 

your internal tracking spreadsheet 

may organize orders a different way, 

it may be helpful to know this in case 

you should ever ask for a 

confirmation of your remaining Zip 

Books funds. Oftentimes, Fiscal staff 

will not only provide this balance, but 

also include a breakdown of your 

expenditures, which will be listed by 

statement date and due date. This is 

different from your monthly statistics, 

which are tracked from the 1st of the  

month to the last day of the month. 

 

 

Following the “Payment Stub” are the “Current Invoice Details”, which is a breakdown of each of 

the current charges. These are the pages that your staff will most likely refer to when reconciling 

your fiscal tracking since it includes all the items included in an individual order, the item 

description/title, item price, shipping and tax costs, and balance due. You will notice that the 

“Date of Sale” may not match the Order Date listed on your tracking sheet. Again, this is due to 

Amazon’s practice of not charging orders until they are actually shipped. If you have any 

“Previously Billed Invoices”, those invoice details would be included in the statement they 

originally first showed up on. When reconciling your accounts, you should also take notice of any 

credits listed for any refunds or returns so that you can made adjustments to your expenditures. 

Unfortunately, Amazon does not provide the item title for these refunds, so you will need to do a 

bit of sleuthing to determine what items these refunds are for. This is when using other tracking 

tools, such as Your Orders page on Amazon where you can find a list of ”Cancelled Orders” or do 

Photo courtesy of Christian Koszka, FreeTime Productions 
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a search of orders from the last 30 days. If you have set up your online credit line account, you 

can search your open and closed invoices by the invoice number provided on the statement. This 

is different than the order number shown on the order details or individual invoice, as provided by 

Amazon. 

 

For the sake of convenience, both for library staff and NorthNet’s Fiscal staff, libraries are 

encouraged to sign up for e-statements, if possible. This will not only ensure that invoices are 

received on time, but it helps to avoid any issues of access which can happen when staff are out 

on vacation or libraries are closed for a period of time, such as with the pandemic. This is 

especially useful when you remember that your library will be responsible for paying out-of-pocket 

any late fees that are incurred due to invoices not being received on time (see item 3 of the “Zip 

Books Invoicing Procedures” shown as Attachment C). This can be avoided by simply signing up 

to receive digital statements instead, or by confirming that your account is set-up as a 

“Government/Non-Profit Entity”. Doing so will mean that any late fees accrued will automatically 

be credited back to your account on the following month and will not need to be paid for by your 

library. If you did not indicate you were a government or non-profit entity at the time that your 

credit line was set-up, you are still able to contact Synchrony and request that your account be 

updated as such. They may not be able to reverse past late fees, but it will help you avoid paying 

any future late fees. Another benefit of digital statements is the quality and search functionality of 

the PDF files. This is helpful when the Fiscal Department are trying to reconcile accounts and are 

searching for a particular title. To sign up for e-statements, you will need to first set up online 

access to your credit line account. Instructions on how to do this are shared in the following 

section. 

 

No matter if you receive digital or printed copies, all libraries are encouraged to retain copies of 

any invoices received for your own recordkeeping and auditing purposes. It is recommended that 

these be held for a period of one year after the end date of the grant. 
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ONLINE CREDIT LINE ACCOUNT 

 

In order to do be able to use your online credit line account as another tracking tool, you will first 

need to set up access to it. To do this you must have the authentication code provided on your 

most recent statement, shown on the very first page. Be aware that this code is only valid for a 

short period of time. If the provided code is no longer valid, you will need to wait until you receive 

a new code with your next statement or request that one be mailed to you. Alternatively, you may 

also call Synchrony (1-866-634-8381) for assistance or to see if a code can be provided over the 

phone. Contact information for Synchrony and their Customer Service line is also provided on the 

last page of the Payment Stub included with your monthly statement. To set up your online 

account, go to amazon.com/creditline and select the option to “Manage your account online”. 

Under “First time user?”, click the link to “Get UserID/Password” and complete the registration 

form. The Business Contact Email Address that you input will be the email to which notifications 

will be sent when your e-statement is available for viewing.  

 

Once your online account is set up, you will need to go to Account Management to sign up for e-

statements. However, if the billing period has already ended for that month (on the 9th), you may 

need to wait until the following month to start receiving e-statements. Statement notifications will 

be sent by email and you will need to log into your account to download the file. For step-by-step 

instructions on how to retrieve your e-statement and a preview of what your online credit line 

account will look like, see Attachment J in the Supporting Documents section.   

 

Along with viewing and downloading your current and past statements, you will also be available 

to view and monitor your available credit. Note that this is completely separate from your Zip 

Books allocation as this limit is set by Amazon/Synchrony when you set up your credit line and 

we have no say on that. Generally, libraries do not have to worry about reaching their credit limit 

since NorthNet submits a payment each month, whether or not a payment is due. Nevertheless, 

sometimes towards the end of the year payments can be delayed so you may want to keep an 

eye on this and reach out if it looks like you may be close to reaching your limit. Libraries can also 

request a limit raise from Amazon/Synchrony if they wish.   

 

Other features available for use include viewing open and closed invoices, generating an order 

history report by date range (again, this will look different from other reports and may not have all 

the information needed), viewing payments, and general management your account. 
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INTEGRATED LIBRARY SYSTEM 

 

On top of utilizing your Zip Books tracking tool, staff are also encouraged to make use of your 

existing integrated library system or library management system to help with your program 

tracking, whether it is Horizon, Sierra, Koha, or some other system. For example, as part of their 

normal request process most libraries will check a patron’s account to make sure that they do not 

have any outstanding fines or fees. This is often a requirement for patrons to be eligible to use 

the Zip Books program. Adding notes in a patron’s account will also help your staff keep track of 

patrons who have abused the program or have had problems with returning items properly or in 

good condition. This can help you determine if they should lose their good standing, either 

temporarily or permanently, and whether or not to process their requests.  

 

Notes in patrons’ accounts can also be used to set “friendly reminders” for patrons regarding any 

outstanding Zip items. It also provides an easy means for you to place a fine on a patron’s 

account for items that were damaged or lost. Keep in mind that libraries can only bill patrons for 

the amount that was originally paid for the item. And if your library charges a nominal fee to use 

Zip Books, much like you would with an interlibrary loan request, your integrated library system 

can also be used to charge this fee.  

 

You are not just limited to adding notes to a patron’s account. You can also add notes to the note 

field of an item’s bibliographic record, allowing you to quickly identify all the Zip items in your 

library catalog. Lake County Library does this as highlighted in their Staff Procedures, shown in 

Attachment N. Other libraries may find this useful in helping to build Zip Books displays or in 

gathering their own circulation statistics for Zip Books items. 
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ZIP BOOKS FISCAL DEPARTMENT 

 

While it is always good practice for your library to do your own expenditure tracking and fiscal 

reconciliation, whether weekly, monthly or quarterly, sometimes you may have questions or 

simply want to verify your remaining allocation balance. Should your library have any questions 

regarding your funding availability, you are always welcome to reach out to the Zip Books Project 

Coordinator who will work with NorthNet’s Fiscal Department to provide the information needed. 

Any issues that you have with your Amazon Corporate Credit Line or your NLS credit card, 

should also be forwarded to the Fiscal Department. For instance, if you are unable to place any 

orders or if you receive error messages, then you may have exceeded your available credit or 

there could an issue with your credit card. While Fiscal staff may not always be able to help 

rectify the situation, sometimes it will require you to work with your own Finance Department, it is 

still useful for them to be aware of any fiscal issues you may be having. 

 

Although NorthNet’s Fiscal Department regularly monitors program spending, you will need to 

keep in mind that there are limitations to what they can do. Firstly, Fiscal staff can only work off 

the monthly invoices and Order History reports received so if any of these invoicing documents 

are missing or have not been submitted to the Fiscal Department, then their numbers will be 

incomplete. Secondly, these invoices and Order History reports may not include any orders your 

library placed since the last day of the invoice billing cycle. Keep in mind also that the billing cycle 

will be different depending on your library’s payment method. For those with an Amazon 

Corporate Credit Line, your monthly statement will include charges up to the 9th of the month. For 

those with an NLS credit card, your monthly statement includes charges up to the 6th of the 

month. 

 

So while the Fiscal Department is available to assist whenever needed, your most accurate and 

up-to-date spending numbers will ultimately come from your own tracking tool when reconciled 

against your monthly invoices or generated Order History reports. The information in this 

Tracking Toolkit was provided by the Fiscal Department and includes procedures that they 

themselves follow, so it is their hope that this additional tool will help you to better track your Zip 

Books program expenditures.  
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Supporting Documents 

Attachments and Examples  

The various documents included here were created by 

Zip Books administrative team and participating Zip 

Books libraries across the state. Some documentation 

may not have the most current information. For the most 

up-to-date program documentation, go to the Zip Books 

website at https://northnetlibs.org/zip-books/. 

 

 
Photo courtesy of Christian Koszka, FreeTime Productions 
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Attachment A - Commitment Letter 

This is an example of the Zip Books Participant Letter of Commitment that all libraries are 

required to sign and keep on file. 
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Attachment B – Purchasing Policies 

The most up-to-date Purchasing Policies can be found online at https://northnetlibs.org/policies-

and-best-practices/  
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Attachment C – Invoicing Procedures 

The most updated Invoicing Procedures can be found online at https://northnetlibs.org/invoicing/. 

Keep in mind that some procedures may be different due to changes to Amazon’s website. 

Zip Books Invoicing Procedures – Updated 12/20/19 

Zip Books Invoicing Procedures 

This is an overview of the invoicing procedures for all Zip Books orders. All invoices received 

should go to NorthNet Library System for payment. Double-check that this is the standard 

Amazon account dedicated to Zip Book orders (no other orders should be placed through this 

account to avoid confusion). 

1. When you receive your monthly invoice from Amazon DO NOT PAY IT. Please immediately scan

and email the invoice in PDF format to ZipBooksInvoice@northnetlibs.org for payment.

2. ANY invoices received should be forwarded within 3 days of receipt, whether or not a payment

is due. You do not need to mail in your hard copies.

3. If an invoice is not received in time and late fees are incurred, the library will be responsible for

paying those late fees using their own funds. Amazon Accounts set up as a “Government/Non-

Profit Entity” will have their late fees automatically credited back to their account on the

following month and do not need to be paid by the library. To find out if your account is set up

as a “Government/Non-Profit Entity” or to request that it be set up as such, contact your

Synchrony Bank Account Manager (1-866-634-8381).

4. Libraries using the NLS Credit Card do not need to submit invoices, as they will automatically be

sent to NorthNet. However, you are required to submit an Amazon-generated Order History

Report by the 15th each month (see #6 below for instructions on how to create this report).

5. Any overpayment to your Amazon Corporate Credit Line (ACCL), shown as a credit or unapplied

payment on your monthly statement, should be left alone as a credit in your account. This credit

will automatically be subtracted from your following month’s total. You should NOT request a

refund check. Should Amazon/Synchrony reach out to you regarding an overpayment, please let

them know that you’d like the money to remain in your account as a credit.

6. For auditing purposes, some libraries may be asked to submit individual Invoices/Order Details

or an Order History report. Instructions on how to generate these files are below. All files should

be sent directly to our Fiscal Department at ZipBooksInvoice@northnetlibs.org.

7. How to create a PDF file of Invoices/Order Details:
a. Log into your Zip Books dedicated Amazon account
b. Select “Orders” (near Cart)
c. Use search bar to locate orders by title and click on “Order Details” next to item
d. Select “Invoice” (top right corner of order box)
e. Click on “Print this page for your records” (located at top of page)
f. Change “Destination” to “Save as PDF”
g. Click on “Save” and select location
h. Repeat process for each Invoice requested

8. How to generate an Order History Report:
a. Go to the instructions page:

https://www.amazon.com/gp/help/customer/display.html?nodeId=200131240
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  Zip Books Invoicing Procedures – Updated 12/20/19 

If this link does not work, you can find the correct page by searching for "Order 
History Report" on the Help page. 

b. Click on “Order History Reports” in Step 1 of "Create an Order History Report" 
c. You may be prompted to log into your Amazon account. Be sure you are logged into 

your dedicated Zip Books Amazon account. 
d. Select “Items” under Report Type. This report type will include the item title and 

shipping information. 
e. Select Start Date [7th of previous month] and End Date [6th of current month] 
f. Enter a Report Name, using the following format: “Your Library Name 20XX MM 06 

Order History” (e.g., “Riverside 2019 02 06 Order History,” for 1/7 - 2/6 purchases). 
g. Click on “Request Report”. It may take some time to process, and you will be 

notified by email when it is complete. Once the report is generated you can then 
download and email it directly to our Fiscal Department at 
ZipBooksInvoice@northnetlibs.org. 
 

 

If you have any questions, please contact the Zip Books Project Coordinator (nuesca@northnetlibs.org). 
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Attachment D – Sample Tracking Spreadsheet 

The following is a simple example of an Excel spreadsheet that can be used to track Zip Books 

requests during its various stages. Other libraries have also designed more complicated 

spreadsheets or created an Access database to track their Zip Books orders. The complexity of 

your tracking tool will depend on your own program needs. 

 

  

Zip Book Requests
Remaining 

Budget 14,000.00$         

Customer Name Title Author

Format Type       (Book, 

Large Print, 

Audiobook)

Book Genre (AD FIC, AD NF, 

YA FIC,YA NF, J FIC, J NF, INT 

FIC, INT NF) Language

Date Requested 

Service

Arrival 

(Received) Date  Item Cost 

 Email 

Sent/Called Return Date

Added/FOL/ 

Other Library

ex: Sarah La Torra Twilight Meyer Book YA FIC English 3/26/18 3/30/18 19.99$                   4/10/18 FOL
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Attachment E – Amazon Account features 

These screenshots indicate some of the available features on your Amazon account that can help 

you with your program tracking, including your orders page, address book, and help page. 

Features may look differently depending on if you have a standard Amazon account or a 

Business Account. 
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Attachment F – Sample Amazon Invoice and Order Details 

This is an example of what your Amazon invoice will look like, as well as a copy of the Order 

Details for a purchase. 

Sample Amazon Statement and Order Details 

 

1) ALL pages should be scanned and emailed to ZipBooksInvoice@northnetlibs.org  

Statements will include the following sample pages 

 

Code needed to register account online. 

Note: only valid for a short period of time 
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This is the number to call if you have 

questions about your statement or have 

not received it for the month. Note: you 

will need to know the account number (top 

of statement) and they may need to verify 

you work for the library 
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NOTE: If there are multi-item orders or duplicate orders listed, you may be asked to provide the Order 

Details (see sample on next page) 
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  2) If requested, Order Details for specified purchases should be sent as a PDF file to 

ZipBooksInvoice@northnetlibs.org  
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Attachment G – Sample Order History report 

The format for your order history report will differ depending on the type of Amazon account you 

have and how you generate the report (via Amazon or Chrome extension). Whatever you choose 

to use, your report should include vital information such as the item title, format, shipping date, 

shipping address, and cost. 
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Attachment H – Amazon Data Request Instructions 

The following are instructions for retrieving an Order History report from Amazon using the Data 

Request function.  

 

Retrieving Amazon Order History Reports  
Using the Data Request Function 

 
 

1. Go to the Help page on Placing an Order: 
https://www.amazon.com/gp/help/customer/display.html/ref=hp_gt3_oths_placeo?no
deId=201889510  
 
If this link does not work, you can find the correct page by going to the Help page. Under 
“Browse Help Topics”, select “Other Topics & Help Sites”, then click on “Placing an 
Order”. 
 

2. Click on “Submit a Data Request”. 
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3. You will be prompted to log into your Amazon account. Be sure you are logged into your 
dedicated Zip Books Amazon account.  
 
Note that you will need to have a phone number associated with your account to 
download your reports. Be sure that you have access to the phone number saved. You 
should NOT use a NorthNet phone number. You can find this info or set-up a number 
under “Your Account” > “Login & Security”. If no number is saved, you will be prompted 
to set one up when your reports are ready to download. 
 

 
4. On the “Request My Data” page, click on the drop-down menu to select “Your Orders”. 

It is the first option listed. 
 

 
 

 
5. After selecting “Your Orders”, click on “Submit Request”. 
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6. You will receive notification of your “Data Request Creation”. A confirmation email will 

also be sent to you with a link to “Confirm Data Request”. 
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7. You will receive a “Data Request Confirmation”. Note that they indicate the process can 
take up to a month to complete, but our reports were received in a few days. 
 

 
 
 
8. Amazon will send you an email when your reports are ready to download. To download 

your reports, click on the provided “Download Data” link and log into your Zip Books 
dedicated Amazon account. 
 
For security purposes, you will need to have a phone number associated with your 
account to download your reports. If you don’t currently have a phone number 
associated with your account, you will be asked to add one after you sign into your 
account. If you don’t want Amazon to retain this phone number, you can delete it from 
your account once you have accessed your data. 
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9. Once you have gained access to your account, you will be given various file options to 
download. The “Retail.OrderHistory.zip” file is the Order History report needed. 
However, there are also reports for returns, if needed for your own tracking purposes.  
 
The reports will look different than the old order history reports and will include all 
orders going back to the start of your account. You will need to filter and sort the file to 
find your most recent orders. If you’re submitting an Order History report to the Fiscal 
Dept for review, we ask that you send only the data for the period requested. 
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Attachment I – Chrome Extension 

The Amazon Order History Reporter, available for download at https://bit.ly/3hiUxl5, is a Chrome 

extension that can be used to generate an Order History report instead of Amazon’s Data 

Request function. This report looks different but includes most of the information needed to 

assist with tracking. 
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Attachment J – Retrieving E-Statements 

The following instructions indicate how to locate and download your monthly statements from 

your online credit line account. Procedures may be different due to changes to the website. 

 

Retrieving E-Statements  
from your Synchrony Online Account 

 
1. Go to your Amazon.com Pay-In-Full Credit Line account at 

https://commercial.syf.com/commercialgen2/login.do?subActionId=1000&clientId=ama
zon  
 
You can also use the link provided in the email notifying you that your e-statement is 
ready to view. E-Statements are usually ready for viewing on the 11th of the month. 
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2. Log into your account using your User ID and Password. If it asks if you want to enroll in 

the Invoice Net Terms program, you want to ignore this request and close the pop-up 
window. You’ll be taken to your “Account Overview” page. Note that you will be viewing 
your Primary account. Do NOT switch to your Zip Books account, as your e-statement 
can only be accessed from your Primary account at this time. 
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3. Click on “View Electronic Statements” under the “Current Statement” info box. This 

option is only available from your Primary Account. 
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4. You will be taken to the Statements page where you will find a list of statements by 

date. Click on the most recent invoice or the invoice needed. 
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5. This will open up your e-statement in a window. Select the option to “Save/Print”. It will 
automatically download the file onto your computer. You should be able to find it in 
your “Downloads” folder saved as “Statement.pdf”. We recommend renaming the file 
using the following format to make it more identifiable: “Your Library Name 20XX MM 
10” (for example, “Modoc 2020 11 10” for your statement dated 11/10/20).  

 

 
 
 

6. Attach the file to an email and send it to ZipBooksInvoice@northnetlibs.org. You will 
receive a confirmation email from Adeline or Mercy verifying that the file has been 
received. 
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Attachment K – Statistics Reporting Procedures 

The most up-to-date Statistics Reporting Procedures can be found online at 

https://northnetlibs.org/statistics-reporting/ 

  

           FY20-21 Zip Books Statistics Reporting Procedures – Updated 7/31/20 

Zip Books Statistics Reporting Procedures 
for FY20-21 

This is an overview of the statistics reporting procedures for all Zip Books libraries, including 

Zip Books items purchased with local library funds. The data provided will give us a better 

understanding of your library’s Zip Books program and will be used in our reports to the 

California State Library. Instructions are provided below for each tab in the “FY20-21 Zip 

Books Statistics Reporting Form”. This form can be found online at 

https://northnetlibs.org/statistics-reporting/.   

 

1. Individual libraries are responsible for developing and maintaining their own tool to internally 

track Zip Books. Sample tracking tools are shared online on the Zip Books website at 

https://northnetlibs.org/policies-and-best-practices/. 

2. Statistics should be tracked from the 1st of the month to the last day of the month. 

3. Use the provided Excel spreadsheet titled “FY 20-21 Zip Books Statistics Reporting Form” to 

compile your library’s statistics for the month. Formulas have been built into the form to help 

your library track your growth over the fiscal year. You can also hover over the question cells to 

get additional notes on what data should be entered. You may need to scroll the page all the 

way to the left to see the notes pop-up. Cells with notes will have by a red triangle at the top 

right corner. 

4. The statistics reporting form should be emailed to nuesca@northnetlibs.org by the 15th day of 

the following month. For example, July’s statistics should be submitted by August 15th. 

Deadlines may be adjusted due to holidays or reporting schedules, and notification will be 

provided via email. 

 

Monthly Statistics 

5. If your library is using grant funds, only two statistics need to be reported each month: the 

running total of first-time Zip Books users and the number of Zip Books items added to the 

library collection that month.  

6. Use the “MONTHLY Statistics” tab to report these statistics. Only use the other tabs if they apply 

to your library’s situation. 

7. Any comments or feedback received from patrons, such as those that would be captured in 

patron satisfaction surveys, can be included under Comments/Feedback. Library staff are also 

encouraged to provide feedback. 
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Local Library Funded Statistics 

8. If your library is using local library funds to supplement your Zip Books program, we ask that you 

track and report those statistics separately on the “LOCAL LIBRARY FUNDED Statistics” tab. The 

only statistic that does not need to be tracked separately is the running total of first-time Zip 

Books customers served since launch. Since it is a running total for your program, the number 

reported for your local library funded statistics should be the same as it is on your regular 

monthly statistics. 

9. If your library has chosen to expand the normal Zip Books parameters while using local library 

funds, we ask that you only report the numbers for items that comply with our established 

parameters. This means that DVDs, music CDs, e-books, and adult fiction best-sellers should not 

be counted and reported. 

10. Libraries should refer to the “Zip Books Procedures for Using Local Library Funding” document 

for additional information regarding supplementing your Zip Books program. You can find this 

on the Invoicing page under Zip Books Resources (https://northnetlibs.org/zip-books-

resources/).  

 

Optional Statistics 

11. Supplemental statistics no longer need to be tracked and reported. Note that April’s 

supplemental statistics for FY19-20 were cancelled due to COVID-19. Instead, these statistics are 

now optional and can be reported if your library already tracks this data as part of your normal 

procedures. 

12. Use the “OPTIONAL Statistics” tab to report any supplemental statistics that you may track, such 

as the number of Zip Books items ordered by format or by category. You do not need to 

complete all the questions listed. 

 

 

If you have any questions, please contact the Zip Books Project Coordinator (nuesca@northnetlibs.org). 
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Attachment L – Statistics Reporting Form 

The following images show the different tabs included in the Excel spreadsheet that is used to 

report statistics each month, including “MONTHLY Statistics”, “LOCAL LIBRARY FUNDED 

Statistics” and “OPTIONAL Statistics”. The most updated Statistics Reporting Form can be found 

online at https://northnetlibs.org/statistics-reporting/ 
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Attachment M – Zip Books Flowchart 

This simple flowchart was created by Lake County Library to give their staff a basic outline of the 

Zip Books order process from beginning to end. 

 

Zip Books Flowchart—Lake County Library 

This is a basic outline of the Zip order process.  

 Refer to the Zip instruction manual for full details. 

Go to list of Zip requests  1 

Horizon: Does the patron have fines over $10 or excess CKOs? 

No. Proceed below.                                           Yes 

YES. Notify patron fines need to be paid or items returned before Zip 

request can be processed. 

2 

Horizon: Does the patron have 2 Zip books checked out?, or 

have had 5 this month?  

NO. Proceed below. 

YES. Flag the new request as WAIT. 3 

Horizon: Is the book available at any Lake County branch?  

NO. Proceed below. 

YES. Request the book in Horizon for the patron. Inform patron that 

we aren’t doing it as a Zip Book 

4 

Amazon: Is the book available in Amazon, preferably in 

Prime?   

YES. Proceed below.   

 NO. Suggest interlibrary loan to the patron. 5 

Amazon: Is the price more than $50.00 [book] $75 [BOCD]?  

NO. Proceed below. 

YES. Ask Zip admin for permission to order. 

     APPROVED. Proceed to ordering. 

     NOT APPROVED. Suggest interlibrary loan to the patron. 

6 

OCLC Connexion: Is there a bibliographic record for the book 

if it’s not in Horizon? 

NO. We can’t order it unless it’s a local author.  

ILL probably isn’t an option  either. Notify patron. 

7 

OCLC Connexion: Export the bib record.  8 

Amazon: place the order including a gift 

r

ece ipt with the Zip 

information, if Amazon offers that choice. 

 9 

Amazon: Save the Amazon invoice as a PDF. 

Use “Fill & Sign” -Write the branch assignment & call number 

on the invoice. 

 10 

Cataloging shortcut & Horizon: Import the bib record into 

Horizon. 

 11 

Horizon: Attach the book barcode to the bib record.  12 

Horizon: Check the book out to the patron.  13 

14 Horizon: when book is returned, determine if library will keep 

or decline. Process the keepers. 
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Attachment N – Staff Procedures 

The following are examples of procedural documents created by Kings County Library, Lake 

County Library, and Mendocino County Library in order to orient their staff on local processing 

procedures and policies, including cataloging.  
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Lake County Library 

Zip Books Manual 

April 2018 

 

Placing Amazon orders. 

I usually place Zip orders once or twice a week, in a batch. To do a Zip order you need: 

• The Zip requests Google spreadsheet online 

• Amazon 

• OCLC Connexion 

• OCLC cataloguing utility [the “suitcase”] 

• Horizon 

In Zip Requests response Google forms spreadsheet, sort by PATRON NAME [click the upper left 

corner of the spreadsheet where the numbered rows and lettered columns join. Click the DATA menu. 

Choose Sort by COLUMN D. Each patron can have two active Zip requests, that is, items that are 

checked out to their cards. 

 

Patron Requests 

Go through the list of patrons to see which patrons have unprocessed requests. Look up each patron in 

Horizon to check for fines and fees over $10. Check to see if the patron has a Zip Book checked out. 

If the patron’s account is good and has no more than 1 Zip Book, you can place the Zip order in 

Amazon. You can spot Zip Books because the I-type shows as LZIP. 

Check Horizon to see if the book is available there. If so, request it in Horizon for the patron. In the 

patron request spreadsheet, type HORIZON in the Status cell. Highlight the request details and 

choose Strikethrough to cross out the text. Fill the request detail cells with light orange. Do not delete 

the text; you might need to refer to the request in the future. Retain the request information for about 

6 months because sometimes you will need to refer to it. 

If the patron has Zip Books CKO, find the new request(s) in the spreadsheet, enter WAIT in the 

Status cell, and fill it with lime green.  

If the patron has outstanding fines, fill the Status cell in turquoise. Type FINES in the Notes cell and 

fill with turquoise.  

When the patron clears the fines or returns a Zip Book, you can fill the next request. 

 

Amazon Search 

Go to Amazon. Search for the patron’s item. 

If the item is in Amazon Prime and the price is under $35, we can order it. If the item is $35 or more, 

we have to email the Zip Books Project Coordinator to ask permission to order it.  

If the item is not published yet, go to the patron spreadsheet and enter the projected publication date 

in the Notes cell and fill that request with turquoise. Type PENDING in the Status cell. 
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OCLC Records 

When we order something from Amazon, we also download the OCLC MARC record into Horizon. 

If there is no OCLC record we can’t order the book UNLESS IT’S BY A LOCAL AUTHOR. 

[Sonoma County Library will do special cataloguing on those items] Find and export the OCLC 

record that matches the Amazon item. When you finish placing Amazon orders, import the OCLC 

records into Horizon. 

 

Amazon Ordering 

Find the item. Select Amazon Prime copies only, $35 or under. Select new items, hard cover if 

possible. Put it in the cart. Proceed to checkout. Choose the patron from the list of addresses, or add a 

new patron [look near the bottom of the page for the link.] Use the Zip Visa card [number xxxx in the 

password book] for existing patrons, or enter it for new patrons. Choose Use this payment method.  

Click on Add a Gift Receipt. Edit the text for the gift receipt:  

Dear Patron. Your ZIP BOOK ~TITLE~ is checked out on your library card and is due DATE 4 

weeks from order date. The barcode is 25253000xxxxxx. Please return this note & the book to a 

library employee. From Lake County Library 263-8817.  

Get a barcode from the roll. Scan it into the gift receipt]  [NOTE if the gift message is too long, the 

Save button will be grayed out. Delete some spaces and it should clear the problem.] 

Place the Amazon order. 

To print the invoice:  

In Amazon- 

1. Click Review or edit your order.  

2. View or Print Invoice.  

3. Print this page for your records. 

4. Print.  

Paper clip the barcode to the invoice. 

• Get the Call Number info from the OCLC online record and write it on the invoice. 

• Write the OCLC number on the invoice in case you need to refer to it later. 

In the Zip spreadsheet, type ORDERED in the Status cell. Highlight and Strikethrough the text of the 

request details. Clear any colored fill. 

 

Horizon: Begin the processing. 

Import the OCLC MARC records. In the Copy Item List create a new item using the barcode assigned 

to that book. Change the record so the I-type is LZIP and use the real collection code. Use the price 

that’s on the invoice. 

CKO to patron with the Zip barcode. 

DETAILS. 
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Horizon: Zip Books to finish processing. 

After patron returns the book, make sure book is checked in. Pull the Amazon invoice from the Zip 

Books file on the ILL processing cart.  

[We do not process all Zip Books; not all mass-market paperbacks and graphic novels are 

automatically processed. Other items might not be useful for our collection. Christopher is the 

ultimate authority on that choice.] 

In Horizon open the item record. Edit to change the I-type to L21DAY. Books published within the 

last two years should go in the NEW collection. Change the price to match the price on the book 

instead of the Amazon Prime price.  

Attach the usual stamps and library labels. Put a Zip Book bookplate in the front of the book. 

Bookplate master is in the E drive LOCATION. Enter the Zip books in the Library Statistics 

spreadsheet. 

 

Zip Title Spreadsheet. This is on the E Drive. It lists books ordered in the Zip Books, if they are 

accessioned, if the Zip bookplate has been applied. 

 

Other Zip Book tasks 

Check the Amazon orders on the Lake County Library Zip account regularly to make sure the books 

are being delivered to the patrons. You can see the tracking information. Follow up if the books are 

delayed. See How to Find Amazon Help below.  

 

Check the Zip Books Gmail account regularly [lakelibzipbks@gmail.com, fastlibros]. Delete routine 

order confirmation/shipping/delivery emails. Watch for messages about delivery delays and problems 

and follow up as needed.  

Amazon Order reports. In Amazon create order reports to see how we’re spending our allotment, see 

who is ordering, etc. Go to Account and Lists > Your Account > Ordering and shopping preferences 

> Download order reports 

 

Amazon Invoices. Go through the file of Amazon Zip invoices monthly to see if items are getting 

back to the library. 

 

How to find Amazon help. 

Amazon has a help desk but it’s very well hidden. INSTRUCTIONS.  
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MENDOCINO COUNTY  

STAFF INSTRUCTIONS 

 

 

  

ZIP BOOK INSTRUCTION 

 

1. Previous zip return? 
2. Does it qualify $ 
3. Search in Horizon 
4. Check account for mg borrower type and fees ($10 or less) 

5. Check address in Horizon – call if different 
6. Add to cart 
7. Check this is a gift (if avail) 

8. Create new item in Horizon and add barcode, Title: * (MENDO ZIP) 
9. Double click item to edit due date 
10. Type free personal message (if avail)  highlight due date and add barcode 
11. Order 

12. Edit item w/send to Copy/Item list 
 Itype mzip, collection ill, checkin note “SEND BACK TO UKIAH (#*)” 

13. Add info to excel spreadsheet 

14. Email note or call patron 
15. File the email 

 

Amazon.com Gift Note 

 
Thank you for your Zip Book request.  This book is checked out to you (barcode:  * ZIP) and 
due by *.  Please hand to library staff for them to check in.  Enjoy!  MENDOCINO COUNTY 

LIBRARY 
 

 

Hello ^, 

The Mendocino County Library has processed your Zip Book request today. The item ^ by ^ 
should be delivered via Amazon to your address within a few days. This item is checked out to 
your library account and is due by ^. This item is subject to the usual library late fees and 

replacement costs. Please return the item (with the enclosed packing slips if available) by 
handing it directly to staff at any branch of the Mendocino County Library. It may then be added 
to the county library collection or passed along to another Zip library. For more information, 

please contact 707-472-0143. 
 
Zip Books is a grant project provided in partnership with the California State Library and the 
NorthNet Library System. It is supported by California Library Services Act funds.  

 
Thank you and enjoy!  
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Attachment O – Patron Notifications 

The following are sample patron notifications that can be sent by email, included in the Amazon 

order as a Gift Message, or sent by post. 
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Lake County Sample Gift Message 
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Lakeport Library 
1425 N. High Street 
Lakeport CA, 95453 
707-263-8817 
Tue, Thu-Sat 10am-5pm 
Wed 12n-8pm 

 
Redbud Library 
14785 Burns Valley Road 
Clearlake, CA 95422 
707-994-5115 
Tue, Thu-Sat 10am-5pm 
Wed 12n-8pm 

 
Middletown Library 
21267 Calistoga Road 
Middletown CA, 95461 
707-987-3674 
Tue – Fri 1-6pm 
Sat 10am-3pm 

 
Upper Lake Library 
310 2nd St. 
Upper Lake CA, 95485 
707-275-2049 
Tue – Fri 1-6pm 
Sat 10am-3pm 

 

July 20, 2017 
Lake County Library 
Zip Book Department 
1425 North High Street 
Lakeport, CA 95453-3800 
707-263-8817 ext 17106 

 
 
TO 

Patron 
Address 
City, state zip 

 
 
 
 
 
 

Account Number  
 
First Notice. 

 

Zip Book Overdue Notice 
Your account is being charged for the following item.  
This item is now overdue. 
If you have any questions, please contact the library. 

jmc 

Item 

 

Title  

Author  

Call Number  

Library Barcode  

Charges  

Due Date  
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Lakeport Library 
1425 N. High Street 
Lakeport CA, 95453 
707-263-8817 
Tue, Thu-Sat 10am-5pm 
Wed 12n-8pm 

 
Redbud Library 
14785 Burns Valley Road 
Clearlake, CA 95422 
707-994-5115 
Tue, Thu-Sat 10am-5pm 
Wed 12n-8pm 

 
Middletown Library 
21267 Calistoga Road 
Middletown CA, 95461 
707-987-3674 
Tue – Fri 1-6pm 
Sat 10am-3pm 

 
Upper Lake Library 
310 2nd St. 
Upper Lake CA, 95485 
707-275-2049 
Tue – Fri 1-6pm 
Sat 10am-3pm 

 

 Please return this 
notice and the book to 
a library employee. 
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Attachment P – Zip Books Returns Form for Staff 

A return form such as this can be used by your library to assist with identify Zip Books returns 

that will need to be assessed to determine where they should go. 

 

 

 
 

FOR ZIP RETURNS - STAFF USE ONLY 
(updated 9/22/15) 

Please complete this portion and return it along with ZIP Book to materials & collection 
development at the Ukiah Library.  Borrower’s next request cannot be processed until this 

survey and returned ZIP Book are received. 

 
Branch:     Date:       

Patron Name:     Library Card #: 

ZIP Book Title: 
¨We would like to add this title to the collection 

oPatron would like to purchase ZIP Book if not added to another library’s collection 

 
 

 

 
 

FOR ZIP RETURNS - STAFF USE ONLY 
(updated 9/22/15) 

Please complete this portion and return it along with ZIP Book to materials & collection 

development at the Ukiah Library.  Borrower’s next request cannot be processed until this 
survey and returned ZIP Book are received. 

 
Branch:     Date:       
Patron Name:     Library Card #: 

ZIP Book Title: 

¨We would like to add this title to the collection 
oPatron would like to purchase ZIP Book if not added to another library’s collection 
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Attachment Q – Zip Books Return Envelope 

This specially labeled return envelope, designed by Pacific Grove Public Library, is provided to 

patrons when they submit their requests in person. It serves to help both patrons and staff 

distinguish Zip Books items from regular library items.  
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Attachment R – Book Strap 

The following is an example of a book strap created by Lake County Library to help identify Zip 

Books items to patrons that have arranged for their requests to be delivered to the library instead 

of their home address. 

 

   

This Zip Book is checked out to: 

_____________________________ 

 

The due date is 

____________________________ 

 

The library barcode is 

_____________________________ 

 

Please return this book to 

Lake County Library. 

Do not remove this bookstrap. 

This Zip Book is checked out to: 

_____________________________ 

 

The due date is 

____________________________ 

 

The library barcode is 

_____________________________ 

 

Please return this book to 

Lake County Library. 

Do not remove this bookstrap. 

This Zip Book is checked out to: 

_____________________________ 

 

The due date is 

____________________________ 

 

The library barcode is 

_____________________________ 

 

Please return this book to 

Lake County Library. 

Do not remove this bookstrap. 
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