
How to Order Author Copies  
from IngramSpark 

 

 

 

STEP 1 

View Titles 
Once you're logged in, look for the "Titles" option in the left sidebar and select it. 



 

 

STEP 2 

Click “Place Order” button 
Next to the title you want to order, you should see a "Place Order" button. Click that button. 
(NOTE: “Perfect Bound” = Softcover, and “Case Laminate” = Hardcover) 



 

 

STEP 3 

Total Books 
On the next screen, the “Total Books” is not referring to the number of copies you are ordering. 
Rather, it is referring to the number of titles you are ordering. For example, if you have 3 
different books listed on your account and you want copies of each book, it will say “Total Books: 
3”. Selecting the number of copies will come later. 



 

 

STEP 4 

Shipping Information 
Below the Book List, you will find inputs for shipping information. Click on “Use Default Address” 
for both “Shipping Address” and “Return Address”. If that address that comes up is not where 
you want your copies sent, or you don’t have an address associated with your account yet, you 
can input a new address yourself by clicking on “Add New Recipient”. Click “Continue” when 
finished. 



 

 

STEP 5 

Order Quantity and Information Review 
On the next page is where you will enter the number of copies you wish to order for each title. In 
the information list next to your cover image you will see a number for “Estimated units per 
shipping carton. This number indicates the most economical way to order books as you will get 
the most copies for the shipping rate of one box.  



 

 

STEP 6 

Shipping Options 
At the bottom of this page you will select your printing and shipping options, then click “Proceed 
to Payment” 

 

 

STEP 7 

Finalize Order 
Follow the remaining prompts to fill in your payment preference and complete your order. 
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