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Using the AuthorShelf Author Portal 

How To Use The Author Portal 

 

Author Edition · 2026 

 
This manual contains general information about how to use the AuthorShelf Author 
Portal. Follow each step in order the first time you log in. After that, use the sidebar tabs 
to jump to Projects, Messages, Royalties, and more. 

If you ever have a question regarding the Author Portal, your project(s), or your order(s), 
please do not hesitate to contact us at: 

admin@authorshelf.com 

You can also send a message to your publishing team from the Messages tab inside 
the portal. 
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1. Logging In To The Author Portal 

Go to the AuthorShelf website and click Log In. Enter your email and password, then 
open the Author Portal. 

Login 

 

 

After you log in, you will land on your Dashboard. This is your account home page. 

Dashboard 
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2. Creating Your Account (New Authors) 

If you do not have an account yet, click Create Account on the website. 

Create New Account 

 

 

 Complete all fields to create your account. Read and agree to the agreements 
shown on the page. 

 

 Then click Submit. 

 

 Next, choose a publishing package and complete checkout.  

 

 After payment, return to the Author Portal to start your title setup. 
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3. Your Dashboard 

This is your account home page. The Dashboard shows: 

• How many active projects you have 

• Unread messages from your team 

• Published titles and total royalties 

• My Things To Do — action items that need your attention 

 

Use the sidebar on the left to open any section of the portal. 

 

Dashboard 
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4. My Account 

Click on "Account" in the sidebar to view your Account page. 

Your Account 

 

 

 

From here you can: 

• View and edit your author profile 

• See payment and installment information 

• Upload tax documents 

• Review signed agreements 
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5. Your Author Profile 

On the Account tab, open "Profile" to view how your public author page will look. 

Author Profile 

 

 

Click "Edit Profile" to add or change your information. 

Edit Profile 

 

 

Add an image, bio, and more. When you are finished, click Save. 

Your updated profile will appear on your public author page after you save. 
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6. Starting A New Book (Title Setup) 

After you purchase a package, the Dashboard will show a banner: Payment received — 
start your title setup. 

Click "Start Title Setup" to begin. 

Start Title Setup 
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You will complete the 11-step New Title form. This is a full-page wizard (not a popup). 
Enter your book title, trim size, manuscript details, pricing, and upload starter files. 

New Title Setup 

 

 

You can save progress and return later. Not every field is required on the first visit — 
your team can help you finish anything you leave blank. 

 

 

When you finish the wizard, click Submit. Your project moves into Phase 1: Setup & 
Kickoff. 
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7. My Projects 

Click "Projects" in the sidebar to see all books currently in production. 

Projects 

From here 
you can view: 

• The current phase of each project 

• The status of your project 

• Quick links to open project details 

 

Click "View Details" on any project to open the full project page. 
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8. Project Details Page 

Here is the Project Details page. You will find all the details about your book on this 
page. 

Project Details 

 

The information on this page is updated as your book moves through the publishing 
process. 

On this page you will see: 

• Right Now — whose turn it is (you or AuthorShelf) 

• The six-phase workflow stepper 

• Tasks — uploads, approvals, and eProof review 

• Title Info and Print Info tabs 

• Messages with your production team 

 

If any information is incorrect or needs to be changed, message your team from the 
Messages tab or email admin@authorshelf.com. 
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Workflow & Tasks 
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9. Messages 

Click "Messages" in the sidebar to open your inbox. 

Messages Inbox 

 

 

The number next to Messages shows how many conversations have unread replies 
from your team. 

Select a conversation to read it and reply. Click New Message to contact your 
publishing team. 

Also, messages specific to each project are in the project view 

Project View Messages 
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10. Published Titles 

When production is complete, your book appears under "Titles" (Published Titles) — not 
under Projects. 

Published Titles List 

 

 

Published Titles are your live books. From here you can view title details, request 
changes, and jump to royalties.   Click “View Details” to view Title Details page 

 
Title Details 



AuthorShelf: Author Portal Manual 

Page 15 
 

© 2026 AuthorShelf. All rights reserved 

 

11. Royalties 

Click "Royalties" to see sales and royalty amounts by title. 

Royalties 

 

 

Royalties are calculated from your Print Info compensation multiplied by units sold. 
Payout dates appear in the portal after sales reports are imported. 
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12. Help & Support 

Click "Help" in the sidebar for FAQs, browser requirements, and support options. 

Help & Support 

 



AuthorShelf: Author Portal Manual 

Page 17 
 

© 2026 AuthorShelf. All rights reserved 

 

 

 

 

 

 

 

 

 

 

 

Help & Support (cont’d) 
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Help & Support (cont’d) 

 

 

 

You can also visit the Help Center on the website for longer guides on phases, 
approvals, and packages. 
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Appendix A — The Six Phases 

Every book follows the same six phases: 

1. Phase 1 — Setup & Kickoff: New Title wizard and agreements 

2. Phase 2 — Manuscript Development: uploads and editorial review 

3. Phase 3 — Design & Branding: cover and interior layout 

4. Phase 4 — Proofing & Final Approval: eProof and physical proof 

5. Phase 5 — Production & Distribution: metadata lock and retailer upload 

6. Phase 6 — Publication & Launch: Title Live and royalties 
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Appendix B — Status Badges 

Badge What it means 

Your turn A task needs your action — upload a file, approve a proof, or 
complete a step. 

AuthorShelf is 
working 

Our team is preparing the next deliverable. No action needed 
from you yet. 

On track Production is moving forward with no open tasks for you. 

Title Live Your book is published and selling. Royalties appear in the 
Royalties tab. 
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Appendix C — Projects vs. Published Titles 

 

These are two different lists: 

• Projects — books still in production (Phase 1 through Phase 6) 

• Published Titles — books that are live and selling 

 

If you are looking for royalty data on a live book, use Published Titles or Royalties — not 
Projects. 
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Questions? 

We are here to help. 

 

Email: admin@authorshelf.com 

or 

Portal: Messages tab → New Message 

 

Thank you for publishing with AuthorShelf! 


