AuthorShelf: Author Portal Manual

Using the AuthorShelf Author Portal

How To Use The Author Portal

Author Shelf

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

Welcome to Authorshet w Oitems $000 m
Home  Publish Your Book  The Process  Our Services About Us Blog
Aulﬁgheu

@ Authorshelf

Why AuthorShelf?

Welcome back

Userame or Email Address

Remember me

Free Publisher Education
J5t publish. Learn how to publish successh

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

Dashboard

Home  Publish Your Book The Process Our Services About Us _ Blog m
th§§helf

2 3 s s
, Acce
O Titles
205T-pUBLICATION
$ Royalties Subscriptions & Renewals
A7 Reports

ACTION ITEMS

My Things To Do
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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

S Home Publish Your Book The Process Our Services AboutUs Blog
shelf

m AuthorShelf

Create Your AuthorShelf Portal Account

Start publishing professionally today

First Name *

Last Name *

Street Address *

123 Main Street

City *

Anyplace

State *

e

37701 Why AuthorShelf?

Phone * Most Popular Formats

Hardcovers, paperbacks, and ebooks in color or b

555) 555-5555

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

e Then click Submit.

e Next, choose a publishing package and complete checkout.

e 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

th5§helf

Home Publish Your Book The Process Our Services AboutUs Blog

Welcome back, test

POST-PUBLICATION

$ Royalties Subscriptions & Renewals
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4. My Account
Click on "Account" in the sidebar to view your Account page.

Your Account

Velcome to AuthorShelf!
Home Publish Your Book The Process Our Services AboutUs Blog
Author Shelf

Account Settings

Profie | EdicProfie Change Password | [ Payments | ["Subseripeions & Renew
test

T ) AUTHOR PORTAL

Account Information

Dashboard

0
oo

AS-000002
0 Projects test author
jbradley@email.com
[J Messages o
& Account -
test author
B Titles
$ Royalties
7 Reports

k
@ Book Orders Edit AccountInfo  View My Contracts

2 Service Orders

My Contracts

o m
R Markieting Senvices * Publishing Agreemen

« Author Portal Terms - Signed May

® Help * Website Terms of Service - Signe

Log Out

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

L\' Home Publish Your Book The Process Our Services AboutUs Bl
Shelf

Edt Profie

) Projects

test author

AAAAAAA

vvvvvvvvvvvvvvvvvvvv

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

Edit Profile

;;;;;;;;

nnnnnnn

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.

Page 7

© 2026 AuthorShelf. All rights reserved



AuthorShelf: Author Portal Manual

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

Home Publish Your Book The Process Our Services AboutUs Blog

YOUR NEXT STEP

Payment received — start your title setup

Your Pro Publishing Package is active. Complete the 11-page Title Setup wizard (Phase 1) so our team can begin production. You will enter your
Test book title, trim size, manuscript details, and upload files.

Start Title Setup View project

AUTHOR PORTAL

[ 08 Dashboard

O Projects
AUTHOR P LIFETIME ACCESS
(D Messages I b k
Welcome back, Test
2, Account Your command center for titles, production, messages, and
transparent royalty reporting — everything in one place.
B Titles
¥ 100% rights retained ¥ Six production phases ¥ Transparent royalty reporting
% Royalties Current focus: Manuscript Development
~ Reports Add New Title View All Titles Open Messages

@ Book Orders
&

0 2\
3
Service Orders ( Q Manuscript Development | 3 Des 4 s 6
\S 4
L0 Marketing Services
POST-PUBLICATION
® Help i
Subscriptions & Renewals
Ma h your ge
G SERVICE TITLE / PROJECT STATUS AMOUNT NEXT RENEWAL
Market Access & Global Distribution Treasure Island active $15.00/year Jul 2, 2027 Add ta Cart
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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

> Home Publish Your Book The Process Our Services About Us Blog m
Author Shelf

New Title Setup  Guided 11-Step Form Step 2 of 11 — Phase 1 -

STEPS Page 1 of 11 — Title Information

2. About the Book Title * Subtitle

Your Book's Title

Series Name Series #

Short Description (listings)

Full Description (detail page)

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.

New Title Setup  Guided 11-Step Form Step3of 11 —Phase1 = «

iTEPS
Page 2 of 11 — Authors and Contributors (add as many as needed)

Contributor 1

ast Name
Author v || Location (city/state/country)
3. Contributors
k

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

PRODUCTION

Untitled Design & Branding Task status updates Proofing & Final Approval

g & Final Approval — 16%

Created: Jun 17, 2026

View Details Upload Files View Details Upload Files

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

PRODUCTION

— Back to All Projects U Refresh

YOUR PROJECT

Untitled

Pro package

Design & Branding — 46% complete DESIGN & BRANDING

RIGHT NOW

AUTHORSHELF IS WORKING
Our design team is preparing your first round of cover
concepts.

We will notify you when concepts are ready to review in the Design
section
CURRENT STEP

Cover Concept Review

Stage: Design & Branding

RIGHT NOW
Waiting on AuthorShelf Pro Jun 17, 2026 August 5, 2026 September 5, 2026

Proofing & Final Approva

TEAM CHAT

WORKFLOW Projed Messages

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

<° Design & Branding

4 Proofing & Final Approval
5 Production & Distribution Setup

6 Publication & Launch

ACTION ITEMS
Tasks for Design & Branding

Cover Concept Review

Tell Us Your Interior Idea

Interior Review

TITLE RECORD

Title & Print Details
Title Info Print Info

Approved Manuscript

Title Information

TITLE
Title of The Book

LANGUAGE
English

SERIES NAME
(blank)

Design in Progress

Design in Progress

BOOK SUBTITLE

PRINT ISBN

SERIES NO.
(blank)
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What this means: You can now upload
your complete manuscript and provide
any final onboarding details. Please log
in to your Author Portal to see the
updated workflow, any new action
items, and due dates. — Th
AuthorShelf Team

okay so...i just need to upload my
manuscript???

done baby

Great news! Your project “Untitled™ has
automatically advanced from
Manuscript Development to Design &
Branding. What this means: The team
will begin cover design and interior
formatting/typesetting. Please log in to
your Author Portal to see the updated
workflow, any new action items, and due
dates. — The AuthorShelf Team
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9. Messages
Click "Messages" in the sidebar to open your inbox.

Messages Inbox

Messages 2 conversations Search messages All conversations v Refresh

° Your project has advanced to ...  Jun 27

o8

98 Dashboard ° Project message

O Projects

Project message un 27
[ Messages e okay 50..i just need to upload my manusc

2 Account Select a conversation

° Your project has advanced to ...  Jun27 Your threads with the AuthorShelf team

O Titles appear in the list on the left.
4 Royalties e Interior Change Request: Task s... Jun 27
~7 Reports
Interior Change Request: Task s... Jun 17
@ Book Orders Author test-buyer-123@gmail.com sub
42 Service Orders Ye ject has advanced to Design &amp; Brandii
° Interior Change Request: Task s... Jun 17 four project has Va = t° !Qﬂ mp; Branding
L Marketing Services o o e
. Great news! Your project “Untitied™ has automatically advanced from Manuscript
® Help ° Your project has advanced to.... Jun 17 Development to Design & Branding.
What this means:
The team will begin cover design and interior formatting/typesetting.
EE My Orders Message un 12
did Please log in to your Author Portal to see the updated workflow, any new action

items, and due dates.

?) Need Heln?

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

RIGHT NOW ACKAGH crear MPLETION
Waiting on AuthorSheif ) Jun 17,2026 August 5, 2026 September 5, 2026

Proofing & Final Approval

TEAM CHAT
WORKRLOW Project Messages
Production Phases t
Q = Great news! Your project “Untitied” has
automatically advanced from Setup &
(- J¢ t Kickoff to Manuscript Development.
What this means: You can now upioad
(o e ) your complete manuscript and provide
—— any final onboarding details. Please log
in to your Author Portal to see the
4 Proofing & Final Approval updated workflow, any new action
items, and due dates. — The
5 Production & Distribution Setup AuthorShelf Team
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10. Published Titles

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

Published Titles List

Home Publish Your Book The Process Our Services AboutUs Blog

My Published Titles

der Projects. You can deactivate a title here if you no longer want it
T Test
AUTHOR PORTAL
Treasure Island Live —

F) Pastibad )

S Projects 158! ISBN: 6666
- Published: Jul 2, 6 Published: Jun 20, 2026
[ Messages @@ View Details View Royalties View Details View Royalties
2, Account
[ Titles

$ Royalties
7 Reports
@ Book Orders
&% Service Orders

L Marketing Services

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
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shed. Active projects stay under Projects.

— Back to Published Titles ® Refresh

PUBLISHED TITLE

Treasure Island

ISBN 97! 0381 - Published Jul 2, 2026

TITLE LIVE

RIGHT NOW TITLE LIVE
Your title is live and available for sale and distribution.

Track royalties and sales anytime from Title Live & Royalties or Published

Titles.

Stage: Published
978-0983150381 Jul2,2026 Live

PUBLISHED TITLE Treasyre Island  TITLELIVE Request Changes Pricing Changes Deactivate Title
TEAM CHAT
TITLE RECORD Project Messages
Title & Print Details
Title Info Print Info

Title Information
Treasure Island Dual Language Reader

(English/Spanish

,,,,,, 078 nosz1znant

11. Royalties

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

Royalties

Royalties

rnings for

Test Payout date: Pay

T ) AUTHOR PORTAL

Treasure Island
9§ Dashboard

(O Projects Units Net to You
10 $65.13

[J Messages o Updated
Jul 2, 2026

2 Account l

View Details

B Titles
[ 4 Royalties
~” Reports
@ Book Orders
£ Service Orders

[ Marketing Services

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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Treasure Island

Test

AUTHOR PORTAL

88 Dashboard 10 $65.13 Jul 2, 2026

(O Projects

) Messages
L‘ £ L Period Channel Units Net to You Payout Date

O | Aceiiit 2026-06-02 — 2026-07-02 [ _ . Y 10 $65.13 Nov 8, 2026

B Titles
[ % Royalties

A7 Reports

12. Help & Support

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

Help & Support

Home Publish Your Book The Process Our Services AboutUs Blog
Auttiar Shelf

AUTHOR PORTAL - SIX-PHASE WORKFLOW - LIFETIME ACCESS

Author Portal Help Center

Everything you need to publish with AuthorShelf — from first login
through production, Title Live, and transparent royalty reporting. Written
for how the portal actually works today.

¥ Projects vs. Published Titles explained ¢ Right Now & Title Live status

¥ Royalties: Print Info  units sold

100% o

NEW AUTHOR? START HERE

PART 1
Your Publishing Path in Five Steps
One simple idea: you should always know what happens next — from
checkout through Title Live and beyond
1 Create your account 2  Choose a package
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Help & Support (cont’d)

STEP-BY-STEP

Portal Deep Dive

PART 4

AuthorShelf: Author Portal Manual

Expand any topic below for detailed walkthroughs that match what you see

in the live portal.

View Details — what you see inside a project

Click View Details on any project card to open the full production workspace:

¢ Hero bar — Book title, current phase label, and progress percentage.

¢ Right Now — Status badge (Your turn, AuthorShelf is working, On track, or Title

Live) plus plain-language explanation.
¢ Meta pills — Trim size, page count, package tier, ISBN when assigned.
¢ Production Phases — Click any phase in the stepper to see its tasks.

¢ Action items — Open tasks with upload fields, approve/disapprove buttons,
and instructions.

Title Info / Print Info — Read-only metadata and per-market compensation
from your saved pricing.

¢ Project Messages — Chat with your team without leaving the project.

Tip: Use ® Refresh after uploading files or completing a task so Right Now updates
immediately.

New Title wizard — all 11 steps
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Help & Support (cont’d)

o1 Getting Started with AuthorShelf

Aci first login, checkout, and what happens before Phase 1

START HERE
Welcome to AuthorShelf
Portal-first publishing, lifetime access, and where to get support.

Full guide —
How to Create Your Author Account
Free registration at Create Account — then land in the Author Portal

Quick read —
Logging Into the Author Portal
Header link, Author Login, or bookmark /author-porta

Quick read —
What Happens After You Purchase a Package
Order confirmation, project creation, and your first workflow tasks

Quick read —

02  Using the Author Portal

n, New Title setup, files, and team

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.

o gk wbd

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

Phase 2 — Manuscript Development: uploads and editorial review
Phase 3 — Design & Branding: cover and interior layout

Phase 4 — Proofing & Final Approval: eProof and physical proof
Phase 5 — Production & Distribution: metadata lock and retailer upload
Phase 6 — Publication & Launch: Title Live and royalties

Page 19

© 2026 AuthorShelf. All rights reserved



Appendix B —

Badge

Your turn

AuthorShelf is
working

On track
Title Live

AuthorShelf: Author Portal Manual

Status Badges

What it means

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

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

Production is moving forward with no open tasks for you.

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!
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