
Beanstack Staff Guide

Hello Lompoc Library staff! Thank you for reading this guide on how to use Beanstack as staff. The Lompoc
Public Library uses a premium level Beanstack account thanks to a grant from the California State Library.
Beanstack is an online reading tool that will help the Lompoc Public Library facilitate our reading programs.
Using Beanstack, patrons can track their books, log activities, get book recommendations, write reviews, and
more!

How to …

Sign In

1. The URL is cityoflompoc.beantack.org
2. Sign in using your username and password



How to Enroll a Patron into Beanstack



1. Select a people button
2. Select the find a person button. We want to check to ensure the person didn’t already sign up for

Beanstack.

3. Look up the person by first and/or last name. Use at least three characters when looking someone up.

If a person doesn’t appear then you can ‘Add Offline Reader’.

4. To Edit a reader select that reader and change the information. If it won’t let you please email a person
with an administrator role and that staff me member will make the change.





If the patron plans on accessing the Beanstack themselves, then staff needs to create an Account and Reader
(not use the add offline reader). The offline reader is for people who do not plan to ever log in themselves. If a



patron has an offline account and decides they want to access the site on their own, they need to make an
account. We can’t transfer an offline account into one a reader can access.

How to Update Account and Add reader to a current challenge

We’ve created Account and Reader to Beanstack, now what? Offline readers will call or email the library to log
their reading, contribute reviews, and register for reading challenges. You will use the following icons to the
right of a reader to interact with the reader account.

● Edit Reader icon brings up the screen for editing a reader account
● If a challenge has incentives this icon lets staff record when a reader picks up their prize
● Staff can log books on behalf of a reader
● Staff can log activities on behalf of a reader
● Challenge Actions icon shows you what challenges a reader is enrolled in and allows you to

enroll that patron into a challenge.

To add a review for an offline Reader

1. Go to People
2. Search for the person
3. Select that person’s profile
4. Select the reader profile
5. Select actions drop down menu
6. Select add a review



To Create/manage a group

This feature is available for teachers and the prison to create a group
where one person logs the reading for the entire group. Staff will not
create groups.

Glossary

These are some of the frequently used terms on Beanstack.

Account Creator: This is the person who is the "owner" of the account
and who logs in with their credentials.

Reader: This is the person(s) for whom an account creator is logging
reading or activities. There may be more than one reader attached to
the account.

NOTE: The account creator and reader could also be the same person.
For example, if an adult or teen signs up to participate in a program,
s/he will create an account and register him/herself as a reader, too. On
the other hand, a parent might sign up a child and not him/herself. In
that case, the parent is the account creator, and the child is the reader.

Prize/Reward: This is a reward received for completing a challenge or earning a badge. A prize can be attached
to any badge within a challenge.

Badge: Virtual rewards for certain milestones within challenges.

Program/Challenge: Set up of any seasonal and/or ongoing reading programs such as summer reading, 1,000
Books Before Kindergarten, and adult and teen book clubs.

Events: A one-time or regularly planned happening at your library.

Activity Badge: A series of activities, often based on a specific subject or theme or for a particular challenge.
These may also be referred to as learning tracks.

Book List: A great way to recommend several books all at once! They can be based on a specific topic, theme,
age group, or grade level. 



Book Reviews: Readers are able to write a review of what they have read and logged in their Beanstack
Reading Log. Before a review displays in the reviews section on the front end of your site, it must first be
approved by a library administrator.

Log Type: Different ways in which someone might be tracking reading in Beanstack. Log types include days,
minutes, books, and pages.

Template: A template is a challenge made by the central Beanstack team that is ready for you to implement on
your site. You may use the template as-is or tailor it to your site's needs.

Badge Group: A set of badges around a particular theme. You may see badge groups when setting up a
program. If you submit custom badges we will also create a custom badge group just to be displayed on your
site.

View Reader Experience: The link at the bottom of a staff member's page that takes you to that account's view
as a patron. It does not mean you can see the view of the reader whose page you have pulled up to view. Rather,
it is your account's view as a patron/reader.

Other Things to Know

Challenge Log vs Reading Log

Challenge Log shows reading completed during the period of the program only.

Reading Log will show the reader their logging overall.

Do you want to view a log through the admin experience? See below:

1. Once logged in, go to People > Find a Person. 

2. Search for reader by entering identifying information.

3. Locate the desired reader and click the reader's name.



4. Once you have pulled up the reader you can click "View Reading Log" to view their program specific
log.

5. You can also see a reader's Reading Log by clicking on "Log" on the left-hand side of the reader's profile!

If you have any more questions use the helpdesk https://zoobean.zendesk.com/hc/en-us or view the
Beanstack basics videos to find an answer.

https://zoobean.zendesk.com/hc/en-us

