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1.0	Overview
IngramSpark is an award-winning independent publishing platform, offering the same fully-integrated print and 
digital products and global distribution services enjoyed by big-time publishers—superb quality and industry 
connections backed by decades of experience—all made accessible to the indie-publishing community through 
a single platform. Once you finish and format your book, IngramSpark makes it possible to share it with the 
world. Focus on what you do best — create innovative content — while IngramSpark does the rest: prints, ships, 
and distributes.

The options are endless with IngramSpark’s numerous formats, including dozens of trim sizes, premium color or 
crisp black and white, ebooks, hardbacks, paperbacks, and more. 

Our print-on-demand capabilities enable you to print what you need and nothing more, so say goodbye to a 
garage full of inventory, and say hello to readers worldwide. Not only do we print and ship your books, but we 
also get them where readers expect to find them. Our global distribution network makes your book available to 
more than 39,000 retailers and libraries around the world, including Barnes & Noble and your local independent 
bookstore, and reaches 70+ major online channels including Amazon, Apple iBooks, Kobo, and more.

Additionally, IngramSpark offers excellent customer service and invests in helping you become a successful 
self-publisher with such resources as calculators, videos, guides, blog articles, and access to experts within the 
publishing community.

It’s your content. We just help you do more with it.
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2.0 	IngramSpark Service Offerings
IngramSpark combines POD with a variety of order options to match the needs of each publisher.

Distribution Channel Orders
When you successfully set up a title through your IngramSpark account, you have the option to add/enable 
distribution services for that title. We send title information catalog feeds to retailers, distributors, and wholesalers, 
(referred to as “Sellers”) within the IngramSpark distribution network, which includes all the information you 
provide for your book during the title setup process, including the cover image and pricing for each market 
selected.  These Sellers will pick up these feeds, as they determine best for their business, and books may be listed 
as available for sale on their websites, at their discretion. In the U.S., these Sellers include, but are not limited to, 
Ingram Book Group, Barnes & Noble, and Amazon.  You can view a complete list of our global POD print and 
ebook Sellers here and review more information about title availability here.

Orders received by Sellers are placed directly with IngramSpark for both print and ebook titles. When the book is 
delivered to our Sellers, we register the sale of the book on the Publisher Compensation report, located on your 
IngramSpark account. You are paid for those sales approximately 90 days after the end of the month in which the 
sale was made. You are paid the wholesale price of the book, less print charges for each book sold. 

Once a title is set up under the IngramSpark account, there are no additional fees or charges required to make 
the title available for sale in additional markets. You give permission for IngramSpark to sell a title in all global 
markets or specific ones, by adding pricing for each market, approving the eproof and enabling distribution for 
the title. Each print facility will use the same print-ready PDF file for the physical book and the same ebook file. 
Print files and ebook files, and changes to these files, are continuously synchronized across print facilities, so the 
same version of the book is available to all global markets. 

This also includes distribution through Ingram International. Ingram International sells books on an export basis to 
customers in over 200 countries around the world; thereby, giving your titles world-wide distribution. You may elect 
to have your sales paid in any of the following currencies: USD, AUD, GBP, and EUR; however, it will not change the 
reporting currency. Sales reports and the publisher compensation report will reflect a specific market’s currency.

Publishers determine the suggested retail list price on all titles in all markets. If pricing is not submitted, the 
title will be unavailable for sale in that market. 

Refer to section 5.0 (Titles) step 5 diagram, for further details.

2

http://www.ingramspark.com/how-it-works/distribute
https://help.ingramspark.com/hc/en-us/articles/209072566-Availability


Start Publishing Today! 		      	    www.ingramspark.com

Global Connect
With the Global Connect Program (GCP), Ingram/Lightning Source (LS) entered into an agreement with 
trusted and vetted printers in certain markets, not currently served directly by Ingram/LS, to provide print and 
distribution capabilities in those markets. Bookstores in those markets can purchase your book from the trusted 
printer in their country, saving the bookstores overseas shipping fees and providing a quicker turnaround time 
for them to receive the product. No inventory, shipping, currency headaches, or import/export issues to be 
concerned about. All sales are non-returnable through Global Connect.

By entering a U.S. retail price and wholesale discount for each title, Ingram will make your titles available in each 
current GCP Market and any additional GCP Markets as they become available. Once a title is active in a GCP 
Market, you may change the GCP Market availability through your IngramSpark account by removing the pricing 
for that market. You may also designate a unique retail price and wholesale discount for each GCP Market.  You 
are not required to participate in every market served by the GCP; however, participation in any given GCP 
Market will serve as your permission to distribute the title in that market through the GCP.  

Drop ship orders are not available through these printers. They only fulfill bookstore and retail orders in their market.

The current GCP markets are: China, Germany, Italy, India, Poland, Russia, South Korea.

Global Publisher Drop Ship Orders
You may place orders from the IngramSpark website and ship directly to yourself and your customers. 

You can use this method to ship your titles domestically and internationally. You have the option to submit print 
orders to other IngramSpark operating units located in the U.S., UK, and Australia, to speed delivery of orders to 
your customers in other parts of the world, and to save on freight and logistic costs. 

Refer to section 7.0 (Orders) step 2 diagram, for further details. 

3.0 	Dashboard
Once you have successfully logged into the IngramSpark website, you will arrive at your Dashboard. The 
Dashboard allows you to quickly access your titles, reports, orders, and other important account information.

When you first log in to your 
dashboard, you will see a list of Tasks. 
To complete the “Tasks” you will need 
to provide information that is located 
under Account. You can click on the link 
beside the red X which will take you to 
the correct page under the ACCOUNT 
tab. Once every item is marked as 
complete the Account Setup Tasks will 
no longer appear on your Dashboard.
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4.0 	Account
Account Information: Allows you to view and edit your account information, including form of business, 
address, email, and phone number. 

The option to change your password and security questions is also available in the Account Information section.

4
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Credit Cards: Because all transactions require a valid credit card, you will need to provide this information within 
your account. This includes fees related to title setup, revisions, manufacturing and distribution. For your security, 
credit card information is encrypted and can only be entered and changed by the account owner.

Compensation: You will select the currency in which you would like to be paid, for sales of your titles through 
our distribution channels.

5
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Tax Information: A requirement before you can set up a title; the Tax Information section will generate a W-9 
based on the information that is provided in this section. Once completed, the W-9 will be available in the 
“Paperwork” area.

For U.S individuals and sole 
proprietors, this is your Social 
Security number. For other 
U.S companies, this is your 
Employer Identification number.

You are provided with a complete 
country list when you select the 
drop down arrow.

In order to comply with U.S. state and local 
tax requirements, IngramSpark must have 
a properly executed resale or exemption 
certificate from all customers who claim a 
sales tax exemption (i.e., those customers 
who do not want to be charged sales tax on 
their purchases from IngramSpark.) These 
series of questions help us determine which 
resale or exemption certificate we need to 
collect from you, if any.
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Paperwork: Allows you to quickly access your important IngramSpark documents. Documents will include all 
IngramSpark agreements, addendums, and tax forms.

Messages: Access your IngramSpark messages and alerts, including updates from your Help Request submissions. 

Your documents 
are made available 
for download in a 
PDF format.

Please feel free to review our Terms of Use.

Refer to section 7.0 (Orders) step 2 diagram, for further details.  
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5.0 	Titles
Titles are submitted to IngramSpark via the IngramSpark website. Files will have a first level validation during 
the submission process and feedback provided through your IngramSpark account, if files do not meet 
specifications. Please review the additional information at the following links for more help: 

Manufacturing and File Setup Tips

Embedding Fonts

Guide for Acceptable Production Variances

Title Processing Errors

What does the status of my title mean?

Once your files have passed the initial validation, IngramSpark will prompt you to pay your upload fees for this 
title (you can be refunded your print upload fees by placing a single order of 50+ copies of the newly set up 
title, and shipping to one address within 60 days of setting up the title). Your upload is then finished, and your 
book has been transmitted to Ingram’s file review team, who will review your files for validation and prepare 
them for printing and binding. When processing is complete, you will be notified by email to review an eproof 
of your book. Once that step is complete, the status will change to “Available for printing/download” on your 
Dashboard. Be sure to click the “enable” button for distribution services.

Revisions or resubmissions for completed titles are subject to a $25 revision fee. See the IngramSpark Price 
Sheet for pricing information, located under the HELP tab once you’ve logged in to your IngramSpark  
account dashboard.

PLEASE NOTE: Revisions to metadata or resubmissions of the title will not be updated until completion of all 
pending orders. This includes distribution orders we receive from global Sellers. 
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Adding Titles
Step 1: You can add a new title by selecting “Add a Title” from your Dashboard, or you can add a new title 
from the “Titles” section of your Dashboard. Specifications for digital file submissions are provided in the “File 
Creation Guide” located under the HELP tab on the website. See also our “PDF File Checklist.”

You will select the language the book was written in. Add a short description, at least 7 keywords or phrases, and 
a full description for the book. Also, be sure to add Series and Edition information if applicable.

IngramSpark provides the 
option to setup your print 
and ebook simultaneously.

The title information placed in this field will 
be used for all reporting and reseller catalog 
(where appropriate) communications.

This brief description of the book will be 
communicated to distribution partners 
who wish to describe and market the book 
on their website(s) and to their customers. 
IngramSpark recommends that you provide 
a book description for all new books, to 
assist booksellers in presenting your books 
to their customers. The book description 
should be at least 200 characters, but 
should not exceed 4,000 characters 
including spaces. In addition, no HTML 
tagging, bullets, or other special formatting 
should be embedded.
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Step 2: You add up to three contributors

In this section, you will add information about the contributor. Include any prior written works, the city and state 
where the contributor lives, and any organizations they are affiliated with.

Up to three contributors 
(e.g. authors, editors, 
illustrators, etc) may 
be identified with a 
book. These are saved 
and communicated to 
sellers via IngramSpark 
catalog information.

Click on the button “About Contributor” 
to provide additional information. 
Bookstores and libraries need this.
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Step 3: You will add subject categories, audience, table of contents and reviews.

NOTE: Please use the “Find Subjects” link at 
the beginning of the subject line to populate 
at least “Subject 1”. The link will open a new 
window where you can type a portion of 
the subject code or description and a list of 
matching items will be returned for you to 
select the desired subject.

Sellers use Subjects to 
categorize books. These 
categories briefly describe the 
content of a book. You are 
required to select at least one 
subject. However, additional 
subjects can help improve 
search results for your book.

If there is a specific region of 
the country or world the story 
takes place in, add it here.

Content-oriented classification, intended 
for international and multilingual discovery 
and sales. Similar to BISAC categories.

Selecting an audience helps booksellers 
and consumers know who the targeted 
audience is for the book.

Find Subjects
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Step 3 continued: Add table of contents and reviews.

Step 4: Select your Print Format details. Please refer to the File Creation Guide for further details on formatting.

Add reviews here and be sure to update this section when 
you receive new reviews. These are saved and communicated 
to Sellers via IngramSpark catalog information.

Page count is the total number of pages in the book, including 
blanks and front matter. 

Guidelines: The total number of pages must be evenly divisible by 
2 or additional blank pages will be added to the end of the book.

The last page of the book, facing the inside back cover, must be 
completely blank for our internal bar code or additional pages will 
be added. If additional pages are added, you will be charged the 
print cost for those additional pages.
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Step 5: Enter the book’s ISBN/EAN here. An ISBN (International Standard Book Number), also known as 
EAN (European Article Number), is a unique 13-digit item code provided by your country’s ISBN agency and 
assigned by publishers to identify the format and edition of a title. So, a traditionally published book will usually 
have three different ISBNs—one for the hardcover edition, one for the paperback edition, and one for the 
digital (ebook) edition. Indie published authors in the U.S. are responsible for acquiring ISBNs for their books 
by purchasing them from Bowker, the U.S. ISBN Agency (www.ISBN.org); if you are in the U.S., you can also 
purchase ISBNs through IngramSpark for $85 each by selecting “Click here if you would like to purchase an ISBN 
(an ISBN is required for distribution).”

If you are located outside the U.S., visit this website to find the ISBN supplier in your country:    
https://www.isbn-international.org/agencies

Publishers determine 
the suggested retail 
list price and wholesale 
discount on all titles in 
all markets. If pricing is 
not submitted, the title 
will be unavailable for 
sale in that market.

Note: By offering a 53% 
wholesale discount, 
bookstores will receive 
their normal trade 
discount when they 
buy from a wholesale 
supplier such as Ingram.

Publication Date: The date on which a book 
is published and announced to the market. 
This date is not used to determine when a 
book may be sold.

The On Sale Date is the date before which 
the book may not be sold by Sellers.

As Ingram establishes more 
Global Connect Program printer 
distribution partners around the 
world, selecting the option to copy 
United States retail pricing and the 
wholesale discount to the Global 
Connect Program, will enable your 
title to be available wherever those 
partnerships are formed. 

No inventory, shipping, currency 
headaches, or import/export issues 
to be concerned about.

PUBLICATION DATE: This is the official release date of your book, when you plan to promote and market 
your book. The Publication date can also be the date that you plan to make the book available for purchase to 
bookstores, libraries and online retailers, by using the same date for the on sale date. If the On Sale Date field is 
left blank, the publication and On Sale Date will be the same. Be sure to make this date far enough in the future 
so that you will have time to order a bound proof, apply any revisions that arise from the proofing process, and 
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have your first print run produced at least a month before your publication date. Unexpected delays can occur 
and allowing a cushion of extra time will be your best friend.

ON SALE DATE: The On Sale Date is the date that you wish to release a title to be printed and delivered. If the 
On Sale Date is left blank, the Publication Date will be used as the On Sale Date. The On Sale Date should be a 
date set the same as or later than the publication date. Use the time between the Publication Date and the On 
Sale Date to promote your book and create interest. As an example, you may set up a Publication Date of June 
1, 2017 and an On Sale Date of October 1, 2017. 

Specifying an On Sale Date in your metadata allows you to set up a title in advance so that it becomes visible 
for preordering to Ingram’s 39,000+ retailers, libraries, schools, internet commerce companies and other channel 
partners, who want to pre-order the book in advance of your official On Sale Date. When you click the button 
to enable distribution, Ingram will automatically send the information for your book in a metadata feed to our 
distribution channel partners. Once they have the book information uploaded on to their website, they can begin 
accepting and placing pre-orders for the book, but it won’t be delivered until the on sale date.

At least 10 days before the On Sale Date has been reached, IngramSpark will start routing the orders to print 
and Ingram will begin to fulfill those orders, to ensure that the books arrive by the specified On Sale Date. At this 
time, the online preorder report, that is available through your IngramSpark account, will only show orders you 
placed prior to the On Sale Date.

Although it is not advisable, you can change the On Sale Date while a title is in production; however, if you try 
changing the on sale date, it may revert to the original date and if orders have already begun routing we will 
not be able to stop or cancel them. This is also true for uploading revised files of the book. We cannot process 
revised files if there are orders being printed for the book. Once those orders have finished printing and there 
are no other orders waiting to be printed, we can then process the revised files.
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Step 6: Add the ebook ISBN.

The retail pricing model for ebooks is similar to the wholesale pricing model for physical books. Most retailers 
use the retail pricing model. Under this model, the retailer can charge the consumer any price they like, as long 
as they pay a set percentage of the publisher’s price to the publisher for each sale of the ebook.

Apple Agency pricing model differs slightly from the retail model in that the retailer must sell the title at the price 
listed by the publisher and pay a set percentage back to the publisher for each ebook sold. Currently, Apple is 
the only retailer using the agency pricing model.

Step 7: Upload your title files.

The same digital file for the interior may be submitted for paperback and hardback editions provided the trim 
size is the same; however, the copyright page in the file must have the correct ISBN(s) listed to match the title. 
A unique ISBN is required by the book industry for each format. Separate cover files are required for each title 
format including paperback and hardback. An EPUB file for the interior and a JPEG image of the cover are 
required for the ebook. 

Ebook Conversion: If you do not have an EPUB file for the ebook, we can convert your print PDF files to an 
EPUB file once your print title is in production on your IngramSpark account. The cost is $0.60 per page and 
takes about three weeks to complete.

The On Sale Date 
is the date before 
which the book 
may not be sold 
by Retail Partners.

In order to supply Agency 
pricing, the following 
rules must be observed:

•	 The agency price must 
end in a “.99” value.

•	 The price must not 
exceed the retail price 
of the book

•	 Apple requires both 
an agency and a retail 
price for comparison.

The price at which 
Apple sells the title 
through iTunes.
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Upload your files by utilizing either the “Drag & Drop” or “Choose File” option, which allows you to browse for your 
file. Please note the upload option can vary by web browser (i.e. Firefox, Google Chrome, Internet Explorer, etc).

Only an acceptable 
file format will 
populate in the file 
fields. For example, 
an EPUB file would be 
the only acceptable 
file under EBOOK File.

Step 8: Setup Fees and Payment

IngramSpark automatically calculates the setup charges for your print and ebook. To complete the title setup 
process you will select your payment method or enter a promotion code and click “I Agree.”
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All Titles Search: You can view a complete listing of your titles, or utilize the “Search By” function to locate a 
particular title.

You have the ability 
to delete a title from 
your title list as long as 
the title is in a “Setup 
Incomplete” status.

Titles Pending Approval: Titles waiting for you to approve the eproof. When titles are uploaded, validated, and 
processed successfully, you will have access to an eproof of each title. Click on the title, which is a hyperlink that 
takes you to the Titles Detail page, and scroll to the bottom of the page to view or download the eproof.

Promote Your Titles: For titles that you have enabled for distribution, you may purchase an annotation in  
one of our catalogs that is sent to over 34,000 bookstores, libraries, and retail outlets. Simply click the 
PROMOTE button and make your selection. You can also find more information under the “Marketing” tab on 
your dashboard.
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6.0 	Reports
Ebook & Print Sales Reports: Build a report that provides you information on your ebook and print sales 
through our distribution channels. The sales reporting does not include who purchased or returned books as this 
information is not available at this time.

You can click one 
of the selections to 
auto populate the 
period fields with the 
corresponding dates.

Select “Period” if you would like to 
see Publisher Compensation and sales 
for a specific month and year.

CoreSource Agency is for 
Apple sales through iTunes.

CoreSource is for all other 
ebook retailer sales.

To view a report online only, one item can be selected 
for Operating Unit, Currency, and Compensation Type.

For print, the currency for either U.S. dollars, British 
pounds (UK) or AU dollars (Australia) can be selected. 
All the other options are for ebook sales.

If you want to view a report with all three Operating 
Units and Currencies selected, you will need to have 
the report emailed to you. 

OUPUT FORMAT: If you want a report to show 
multiple selections for Operating Unit, Currency, 
and Compensation Type, select the Email Delivery 
option and the type of file you would like to 
receive and provide your email address.
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Billing Statement: Use this report if you want to review credit card charges by closed accounting months. 

Invoices: Use this report if you want to review credit card charges that can be emailed or viewed on screen, listed by title.

Transaction History: Use this report if you would like to view a summary report of sales history and any credits applied.
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Pre-Order Report: Use this report to view pre-orders, which are orders you have placed for a specific book, prior 
to the On Sale Date. At this time, distribution pre-orders are not included in this report but, they will appear on 
the publisher compensation report when the orders ship.

7.0 	Ordering
You may place orders from the IngramSpark website to ship directly to yourself and your customers.

Step 1: Select “Create New Order.” Select the item(s) to add to your order.

You can perform 
a search by title, 
contributor, or ISBN. 

You can select multiple titles if you choose. 
Once you have selected the titles you would like 
to order, click on the Add Items to Order button.

You also have the option to 
select items from a title list 
that is available on the page.
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Step 2: Enter the order details, including address information, print location, applicable promotion code, print 
service level, and shipping method.

Change the print location here.

LS U.S. - U.S. Dollars 
LS UK - Euros 
LS UK - British Pounds 
LS UK - AU Dollars 

You have the option 
to apply available 
IngramSpark pro-
motion codes here.

Change your quantity of books to 
be ordered and click the Update 
Order button for updated print 
cost and shipping fees.

21



Start Publishing Today! 		      	    www.ingramspark.com

Large Volume/Bulk Orders
When placing an order for 750 copies or more of a title, to be printed in the U.S., you can click the Update Order 
button to see another print service level option displayed, VOLUME service. Select the VOLUME service level 
for the best pricing. These orders may be outsourced to a printer partner who meets our print requirements.  The 
print turnaround time is longer: usually two weeks for a paperback and three weeks for a hardcover book. This 
pricing is only available for orders printed in the U.S.

NOTE: When placing a VOLUME service order, the publisher agrees to accept possible variations in the books 
produced, which are within our allowed tolerance: there may be up to a 1/16” shift of the cover or interior of the 
book and/or +/-0.1 color density variation on any book manufactured by Lightning Source or our outsourced 
printer partners.

Selecting “Submit Order” does 
not complete the order process. 
You will move on to the next 
step: order payment. 
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Step 3: Paying for print drop ship orders.

Select the Payment Method. The drop down will provide the credit card that is on file for your account.

The drop down will provide the credit 
card that is on file for your account.

You have the option to assign a unique 
purchase order to your Drop Ship order.

While not required, a purchase order can help 
you effectively manage your Drop Ship orders.

Select “I Accept” 
to complete the 
order process.

Be sure to check this box for 
orders of 500+ copies and 
provide an email address so we 
can verify the order with you.
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Orders Not Yet Submitted: These are orders you have started but did not complete. You can keep these or you 
can click on the trash can to delete the pending order.

Submitted Orders: Keeps a running clickable list of your prior print orders which you have placed. This does not 
include orders placed through our distribution channels.

Search for Orders: Use this to search for a previous order that has been submitted for printing.

You can select a search option and enter the 
information in the field to the right and click on Search. 
Or, you can leave the fields blank and click on Search 
to bring up all the orders that were submitted for 
printing. The most recent orders will be displayed first.

Click on the order 
number to see the 
details of the order.
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Address Book: Provides quick and easy access to both your shipping and return addresses for Drop Ship orders 
you place. 

Shipping Addresses is the ship-to destination of your Drop Ship order. The Return Addresses is the address we 
will return the Drop Ship order to, if needed.

Click here to add a 
new address.

After adding the new 
address, be sure to 
save it.
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8.0 	Marketing
You can purchase a one-time annotation ad in either the Ingram Advance catalog, Christian Advance catalog 
(*see note), or the Children’s Advance catalog. The fee for this marketing service is $85.00 for U.S. publishers, 
£60.00 plus VAT for UK publishers, and €70 plus VAT for EU publishers.

Titles submitted to Ingram Advance will not appear in the catalog until 3-4 months after the title has been 
approved to print. 

You will automatically receive an email with a link to your title listing in the catalog when it becomes available.

Advance
Published monthly and distributed five weeks prior to the issue month, Advance is a comprehensive title listing and 
purchasing tool. Included are hardcover, trade paper, audiobook, gifts & games, and mass market titles. 
Circulation: 7,000 top booksellers and librarians; and in PDF format to over 27,000 accounts.

Children’s Advance
Children’s Advamce publishes six times each year and features new board books, early readers, picture and chapter 
books across all genres for children of all ages. Editorial content includes interviews with authors and trends in 
children’s publishing. 
Circulation: 7,070 top booksellers, librarians, and international accounts; 27,000 subscribers in PDF format.

Christian Advance
Christian Advance publishes six times each year and features new and bestselling titles pertinent to the Christian 
audience. It showcases the best in Bibles, inspirational fiction, non-fiction, and gifts & games. 
Circulation: Top 3,300 Christian retailers, 2,200 ABA retailers, and 3,500 Librarians.

*NOTE: Books listed in this publication should be approved by the Ingram/Spring Arbor buyer so that they 
are available for sale to the CBA market of Christian bookstores and churches, who order from this publication. 
Please contact the IngramSpark support team to request your book be considered for this market.

These annotation ads consist of a black-and-white thumbnail image of the cover, a brief annotation of the book 
based on what was provided by the publisher, the retail price, ISBN/EAN, and the discount the bookstores and 
libraries who buy from Ingram will receive. For U.S. bookstores to receive their “Regular” discount (trade 
discount) from Ingram, you must offer a 53% wholesale discount in the U.S. market.
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How to view insertion orders for Advance annotation ads: Click on the MARKETING tab to arrive at this page.

Click here to 
see a list of Past 
Insertion orders

Click on the order number 
to see the order details
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9.0 	Help/Tools
This is the information you can locate on the TOOLS page

Want to learn more? 
Check out our 
Guided Tour Videos. 
Click on the link to 
view the video.

Click on the Price 
Sheet link for the 
most current Price 
Sheet, which lists 
available trim sizes 
and bindings for 
each product type.
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Pricing Calculators
Publisher Compensation Calculator: Use this tool to determine how much you’ll be paid on your print titles sold 
through the distribution channels. https://myaccount.ingramspark.com/Portal/Tools/PubCompCalculator

Print and Shipping Calculator: Use this tool to determine how much you will pay to print and ship your books 
directly to yourself or to your customers. https://myaccount.ingramspark.com/Portal/Tools/ShippingCalculator
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File Creation Tools
Click on the blue link to access information to help with file creation.

File Creation Guide: Use this guide to ensure your files are set up properly and meet our print requirements.

PDF File Checklist: This checklist contains basic guidelines to help you avoid what we’ve found to be the most 
common causes of file rejection and delays.

Paper Specifications:  This document provides a list of all standard papers/materials used in the manufacturing 
of Lightning Source printed books. The specific papers/materials used in the manufacturing process are 
determined by the trim size and/or bind type selected at the time of title setup and submission.

Cover Template Generator: We recommend using the template for all cover submissions. Once you complete and 
submit the form online, shown below, IngramSpark will email you a template to be used to build your cover. The 
email will include instructions for template use, including how to create an appropriate PostScript file and distilling a 
PDF to our specifications. See the File Creation Guide for further information on the Cover Template Generator.

This is an optional field 
which may be used to 
identify this title. For 
example, your internal 
tracking ID, project 
number, etc. may be 
placed in this field.
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Weight and Spine Width Calculator: Use this tool to determine the weight and spine width of your print files. 
See the File Creation Guide for more information on the Spine Safety area.  
https://myaccount.ingramspark.com/Tools/SpineCalculator

Ebook Guidelines: Find more information about our guidelines and requirements for submitting EPUB files by 
clicking on the EPUB Guidelines link.

Video Learning Series: Check out these helpful videos to learn more:

31

https://myaccount.ingramspark.com/Tools/SpineCalculator


Start Publishing Today! 		      	    www.ingramspark.com

Contact Us
The contact information and hours of operation for the IngramSpark Support team can be found under the HELP 
tab. Click on CONTACT US to access the following page.

Self-Publishing Experts
Need help with copyrights, editing, interior book design, cover design and illustrations, full service publishing, 
crowdfunding, marketing and advertising, reviews, or audio creation? One of these experts may be able to help. 
Click on the link to access the list of Experts. Click on the link for each expert to learn more about the services 
they offer.

IngramSpark Self-Publishing Friends
For those self-publishers who want to polish and refine their work, we have 

some friends who would love to make your acquaintance. We pride ourselves 
on the fact that everything you need to self-publish your book can be found 
here, but sometimes you may want a little something extra. And that’s OK.

From book design to book reviews, these fine folks will take your book to the 
next level of professional quality.
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Support - We are here to help!
On every page throughout your IngramSpark account you can obtain information and/or help in several ways. 
Answers to virtually all your IngramSpark questions are just a click away. Click on the SUPPORT button and you have 
four choices to choose from, shown below.

Most answers can be found by searching our Frequently Asked Questions section. 

Not finding what you need? Give us a call:

U.S. and Canada: +1 (855) 99SPARK or (855) 997-7275 (Weekdays 7:00 am- 7:00 pm, Weekends 10:00 am - 7:00pm CST, U.S.A.)

United Kingdom: +44 808 164 8277 (Weekdays 8:30 am - 5:00 pm UK Time)

Australia: +61 3 9765 4800 (Weekdays 8:00 am – 5:00 pm AEST)

U.S. and Canada: ingramsparksupport@ingramcontent.com

United Kingdom: ingramsparkinternational@ingramcontent.com

Australia: ingramsparkaustralia@ingramcontent.com

(Please include your account number in the subject line. Sending an email to multiple addresses may delay the response time).

A quick way to obtain 
information for those who are just 
getting started with IngramSpark.

Enter one or more keywords to locate 
all the information about that specific 
subject, such as Publisher Compensation.

Click on LIVE CHAT to ask 
an IngramSpark Support 
rep a quick question.

Check out our FAQs 
for the most Frequently 
Asked Questions.
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10.0  File Storage & Security
Electronic files are stored in a secure, password-protected database. Access to the files is limited to authorized 
IngramSpark personnel. IngramSpark implements daily, weekly, and monthly backups of the document library in 
industry-accessible formats. Backup files are stored in an off-site secure environment in the U.S.     

11.0  Returns POD Wholesale Distribution Orders
Grants booksellers the right to return unwanted and/or overstocked copies of publishers’ books. These books 
are considered “returnable”. As books are returned, booksellers charge publishers (or the entity they have a 
purchasing relationship with such as Ingram or IngramSpark for example) for the cost (i.e. their purchase price) 
of any books returned and expect to be reimbursed. Through IngramSpark, publishers are charged back the 
wholesale price of the book (list price minus wholesale discount). The cost of returned books is either deducted 
or netted against the proceeds of book sales of the publishers’ titles in the month returns are shipped to the 
publisher and are visible on the online print compensation reporting. 

Some booksellers will only purchase books on a returnable basis; therefore, sales may be reduced if a title is 
designated as non-returnable. Publishers must weigh the risk of returns against the potential for increased sales and 
be prepared to reimburse booksellers for the cost of returns as they occur. Publishers who make their titles returnable 
typically place a designated percentage of proceeds from their sales into a fund (or reserve account) that is used to 
exclusively pay for the cost of future returns and are visible on the online publisher compensation reporting.

Books can be returned at any time and for any reason.

IngramSpark Returns Options
IngramSpark supports standard industry conventions by allowing publishers to designate whether or not their titles 
can be returned. The publisher can make this designation at the time of initial title setup or anytime thereafter.

IngramSpark currently offers publishers three title-level returns options, as follows:

Returns Designation Description

No or Non-Returnable Select this designation if you do not want to allow your titles to be sold on a returnable 
basis. Ingram will not accept returns from booksellers for any title so designated.

Yes-Deliver 
(Available for U.S. market only)

Select this designation if you want to allow your titles to be sold on a returnable basis 
and you would like to receive a physical copy of the book returned. Ingram does not 
guarantee the condition of the book being returned.

Returns to U.S. addresses: If you select this option, you will be charged for the current 
wholesale cost of each book returned, plus a $2.00 per book shipping and handling charge.

Returns to non-U.S./international addresses: If you select this option, you will be charged 
for the current wholesale cost of each book returned, plus a $20.00 per book shipping and 
handling charge.

Yes-Destroy Select this designation if you want to allow your titles to be sold on a returnable basis and 
you would not like to receive a physical copy of the book upon its return. If you select this 
option, you will be charged only for the current wholesale cost of each book returned. 
No shipping and handling fees will apply. Ingram will destroy any returned books that it 
receives if this option is selected.
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Changing Your Returns Options
Publishers can change their returns option at any time through their IngramSpark account. Changes should be 
made by the 20th of the month to be effective in the IngramSpark system on the 1st of the following month. 
These changes will be sent in a data feed to our Sellers after the 1st of the month.   

Returns can be very costly and publishers should be prepared for this expense when making a book returnable. If 
a publisher is not sure which returns option to offer, consider starting with non-returnable. Publishers can always 
change the returns option later if needed.

To change the returns option 
•	 Log into your IngramSpark account and click on the title. 

•	 This will take you to the title detail page. 

•	 Scroll down to Market Pricing and click on the blue edit button. 

•	 This takes you to the Request Price Change page. 

•	 Change the returns option for each market you want changed and click the SUBMIT button.

If you decide to change a title from either “Yes-Deliver” or “Yes-Destroy” to “No,” then Ingram will provide 
notice of the change in terms to all Sellers that purchase books from Ingram. Booksellers will have the right to 
return books to Ingram for a period of 180 days from the date notice is provided to the Sellers, and the publisher 
will continue to have the obligation to reimburse Ingram for the wholesale cost of the books being returned, plus 
any applicable shipping and handling charges. If a publisher decides to change the status of a title from “Yes-
Deliver” to “No,” please be aware that any books returned during the 180-day period will be handled pursuant 
to the “Yes-Destroy” designation.

If you decide to change a title from “No” returns to “Yes-Deliver” or “Yes-Destroy,” Sellers can return titles 
immediately from the date notice is provided to the bookseller. The publisher should be aware that booksellers 
may return unwanted or overstocked books from the effective date of the change, regardless of when the books 
were originally purchased. Therefore, publishers should be prepared for the financial consequences of changing 
historically non-returnable books into returnable books. 

Vendor of Record 
If a publisher decides to change the terms of a title from returnable to non-returnable simultaneously with 
submission of the title to IngramSpark’s print on demand, retailers may treat Ingram as the Vendor of Record. At 
that point the retailer can return already existing stock to Ingram for a period of 180 days following submission as 
a non-returnable title to Ingram and the publisher agrees to reimburse IngramSpark for the cost of said returns in 
accordance with this returns policy. 
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Reporting and Financial Settlement of Returns Activity 
IngramSpark will charge the publisher for the wholesale cost of returns at the wholesale price that is active in our 
system on the date that the return is processed, plus any shipping and handling fees. This will be deducted from 
the publisher’s compensation for sales in the month that the returns are received from the retailer (in the case of 
“Yes-Destroy” titles) or the month that the return is shipped to the publisher (in the case of “Yes-Deliver” titles). 

At the end of each fiscal month, IngramSpark will post the net amount earned by the publisher (publisher 
compensation earned, as defined above, less the cost of returns) in that month to our accounts payable system 
and will be reflected in the publisher’s online print compensation report and the monthly email sales report. 
Said net amount earned will be paid in accordance with the payment terms contained in our print on demand 
agreement. For “Yes-Deliver” titles, IngramSpark or Ingram may choose to hold returns, and not charge 
the publisher for said returns, until an economical shipping quantity of total returns is received for all of the 
publisher’s returnable titles.

If returns received in a given month exceed sales by an amount that causes IngramSpark’s payables balance to 
the publisher to become negative, we reserve the right to send the publisher an invoice for the balance due to 
IngramSpark and the publisher has an obligation to pay IngramSpark for the amount invoiced.

12.0  Publisher Compensation Terms
We will provide a monthly Sales Report to the publisher via email. At a minimum, IngramSpark monthly reports 
include: book title, ISBN, Quantity Shipped, Wholesale Price of books sold, Cost of Printing, Returns, and Net 
Compensation per title. Reports will be emailed within five (5) business days at the end of the month, and will 
include sales for the current month. Payments are made to the publisher, via direct deposit, 90 days from the end 
of the month in which the sales are reported. 

13.0  Print Order Fulfillment for POD Distribution Orders
Print Turnaround Times shown are an estimate and can vary depending on the season and increased print volume. 

Turnaround Times (TAT) For POD Distribution Orders Paperback Hardcover

From receipt and acceptance of the order to the shipment of the 
order to the distribution partner

2 business days 5 business days
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13.1  Print Order Fulfillment for Publisher Drop Ship Orders
Print Turnaround Times (TAT) For Publisher Drop Ship Orders U.S., UK, and Australia

Print Turnaround Times and Service Levels shown below are estimates and can vary depending on the season 
and print volume. Updates to these service levels will be published on the website as they affect your ability to 
place and review orders.

 
 

If you select the print service levels of either EXPRESS or RUSH for a time-sensitive order, please also consider 
using expedited shipping for the order, such as next day air or second day air. In the U.S. we have four print 
facilities and we cannot guarantee the books will be printed at the facility closest to the shipping destination. 

Service Level 
IngramSpark shall make commercially reasonable efforts to print, ship, and fulfill books in a timely manner. From 
time to time, large variations in order volume, equipment failure, order transmission problems, or the handling 
of operational issues may cause the delay of a shipment. You should consider the possibility of delays in setting 
expectations and commitments with customers. 

Shippable Order 
A Shippable Order is an order pending production and shipment by virtue of the fact that: 

•	 A digital image of the ordered book has been established and is in production with IngramSpark. 

•	 Publisher has authorized the release of the Order Shipment. 

•	 The order has been received in the IngramSpark order management system. 

•	 All required order and shipping information, necessary to process and fulfill the order to exact 
specifications and instructions, has been provided to IngramSpark. 

Print Service Level Paperback Hardcover Additional Cost

Economy Service Usually ships in 5 business days Usually ships in 7-10 business days 

Express Service
(Available in U.S. and UK only)

Usually ships in 2 business days Usually ships in 4 business days 10% surcharge to 
Economy pricing

Rush Service Usually ships in 1 business day Usually ships in 2 business day 30% surcharge to Economy 
pricing U.S. & UK only
20% surcharge to Economy 
pricing Australia only

Volume Service - Orders of 2000+ 
Copies (Available in U.S. ONLY)

Usually ships in 10 business 
days 

Usually ships in 15 business days Best Print Discount with 
longer print TAT
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IngramSpark provides customers with the option to cancel their order up to 30 minutes from the time the order 
has been submitted. Under the ORDERS tab, click on the link for Submitted Orders. Next, click on the order 
number, which takes you to the order detail page. To the far right there is a cancel button you click on to cancel 
the order.

Packing 

IngramSpark prepares a packing list for each outbound shipment that contains the publisher’s name and return 
address and the contents of the box. No pricing information is listed. A publisher’s order will not be consolidated 
and packed with orders of any other IngramSpark publisher. 

Packaging 
Publisher orders are shipped in unbranded, brown, Kraft, single–walled corrugated cartons having a minimum 
corrugating test weight of 275 pounds. All cartons and boxes are unbranded. 

•	 Carton size and shape is closely matched with each order to minimize packaging materials usage and 
ensure sturdy packaging, thereby minimizing transit damage. 

•	 IngramSpark determines the size-specific carton by the number of books in the shipment and the size of 
the individual books. 

•	 IngramSpark limits the maximum out-bound carton weight to approximately 50 pounds. 

Labeling 
Each order shipped by IngramSpark is labeled with standard carrier pre-approved formats. The label includes the 
publisher’s name and return address. The label format has been developed in conjunction with major carriers to 
optimize the flow of packages into their delivery and tracking systems. 

•	 Labels will include the shipment number, purchase order number, routing and delivery service, and carton 
tracking information. 

•	 Multiple carton shipment labels also sequentially specify each carton within the total number of cartons 
contained in the shipment. 

Shipping Information 
Customer Pick-Up is not an available shipping option, due to safety reasons.

IngramSpark offers many choices of delivery service, while ensuring that each choice offered is both dependable 
and economical in relation to the service level. IngramSpark will arrange for freight directly with the carrier on a 
prepaid basis and publisher will be charged for the cost of freight at carrier published rates.

Learn more about placing drop ship orders through your IngramSpark account. 
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Shipping Options for Publisher Drop Ship  
Orders Shipped From The U.S., UK, and Australia
You can access the following information when using the Print and Shipping Calculator or when placing an order 
by clicking on the link for SHIPPING METHODS.

We currently offer the following Shipping Methods for orders printed in the U.S.:
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We currently offer the following Shipping Methods for orders printed in the UK: 
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We currently offer the following Shipping Methods for orders printed in Australia:  
•	 Ingram Spark offers four service level options for delivery, depending on destination. 

•	 Our standard, premium, and rush options are trackable and are available for any parcel size. 

Shipments within Australia: 
ECONOMY 
Suitable for all parcels/cartons up to 20 kgs. Trackable service with delivery to addresses in Australia may range 
anywhere from 2 - 4 business days for VIC and NSW metropolitan areas up to 10 business days for remote areas 
of WA, NT & QLD following dispatch. This service is not guaranteed. This service can deliver to P. O. Boxes and 
private residences. 

STANDARD 
Suitable for all parcels/cartons up to 30 kgs. Trackable service with delivery to addresses in Australia that range 
anywhere from 1 – 3 business days for VIC and NSW metropolitan areas up to 10 business days for remote areas 
of WA, NT & QLD following dispatch. This service is not guaranteed. This standard offering cannot deliver to P. 
O. Boxes or private residences. 

PREMIUM 
Suitable for all parcels/cartons up to 30 kgs. Delivery to addresses in Australia is up to 48 hours based on 
distance to destination following dispatch. This service is trackable, and guaranteed for freight charges only. This 
service cannot deliver to P. O. boxes and private residences. 

RUSH 
Suitable for all parcels/cartons up to 30 kgs. Delivery to addresses in Australia is primarily overnight with some 
exceptions being the following day based on distance and location following dispatch. This service is trackable, 
and guaranteed for freight charges only. This service cannot deliver to P. O. Boxes and private residences. 

Shipments to New Zealand: 
ECONOMY 
Suitable for all parcels/cartons up to 20 kgs. Time in transit to New Zealand is approximately 4 – 10 business 
days based on date of pickup, distance and destination location. Limited track and trace functionality is offered. 
This service is not guaranteed. This service can deliver to P.O. Boxes and private residences. 

PREMIUM 
Suitable for all parcels/cartons up to 30 kgs. Delivery to addresses in New Zealand are approximately 2 to 3 
business days based on distance and destination location following dispatch. This service is trackable. This 
service cannot deliver to P. O. Boxes. 
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Shipments to Other International Locations: 
Available at a later date. All other locations are shipped from either the UK or the U.S.

Tracking & Proof of Delivery 
Tracking of packages is available via the IngramSpark website. Tracing and proof of delivery is only available with 
certain carriers and service levels. In the event that your customer does not receive the package, the customer 
should contact the publisher to initiate tracing procedures. The publisher may feel that in the customer’s best 
interest, a replacement order is sent. The publisher is responsible for all replacement orders, and the order must 
be resubmitted electronically with a new PO number. The publisher should submit a Help Request to initiate any 
POD (Proof of Delivery) or tracing requests. 

IngramSpark must be notified of non-receipt or damaged product within 60 days of shipping.

Return Shipment Processing For Publisher Drop Ship Orders
IngramSpark only accepts and processes returned shipments of books delivered to its facilities, where the 
original shipment was undeliverable as addressed, or the customer refused delivery. IngramSpark will process 
all returned shipments within five (5) scheduled business days of the date the returned shipment was delivered 
to the IngramSpark facilities. Books returned by the publisher’s customer, that were originally delivered and 
received by the customer, must be returned directly to the publisher. IngramSpark will not accept the books 
unless the shipment was undeliverable as addressed or where the customer refused delivery. IngramSpark will 
return the shipment to the publisher’s return address and the publisher will be charged shipping fees.
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