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Now that you have established the royalties break down for your contributor(s) and recorded
and advances paid, you can upload your sales figures to the system. How often you upload this
information is entirely up to you and will probably depend on how regularly you receive your
sales figures or perhaps how often you pay royalties to your contributors.

® Click on Upload Sales File:

¢ Click on Browse to retrieve the document from your computer.

¢ Input type: Tick on the appropriate file type: CSV, Excel or Text.

® (Click on Create when you are finished. The system will then map the fields within your
uploaded file to the information on the database.

Please note that the system will not allow you to upload documents with the same
name as a previously uploaded file. It will give you the warning: This dated sales file

has already been updated.

® The system will take you to a new screen that displays a set of fields at the top:

¢ Default Date Sold: This will automatically populate with the date you upload the
file on. If the sales date for the file is different to the date of upload, then you can
overwrite this information.

¢ Upload Type: This is where you establish whether the uploaded file includes Sales,
Returns or both types of transactions, ie Mixed.
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¢ Sales Organisation: Choose the relevant organisation from the drop down menu.
These items are populated in your system through General Admin — Organisation
(see General Admin Documentation for information). If your sales report includes
figures from a range of retailers rather than just one, then leave this item on the
default, Multiple Organisations.

¢ Currency: The system is set up to list the default currency established in the
configuration of your system. If this information is not relevant for any reason, then
choose the correct item from the drop down menu.

¢ Conversion Rate: This field automatically populates depending on the Currency
you add in the field above. The system will access Google for the current exchange
rate between the currency and your default currency.

Take note of how the conversion is being made. In the image below you can see the
conversion from Euros to Pounds is being done as: to every £1.15 is €1.00.

You can overwrite the conversion rate if necessary.

® Once the fields are ready to go, you can then look at the data as it appears on your
screen. Check through the columns first to ensure all has been interpreted correctly.

® |f any of the column headings are incorrect, click on the top of the column on the screen
and a drop down menu of possible column headings will appear, as demonstrated in the
image below. Update accordingly.

Sales File - Details

Please fll n the following fields. Compulsory fields are marked with '*.

Default Date Sold 2011-05-16
Upload Type © Mixed O Sales O Retums
Sales Organisation Multiple Organisations |

Currency - Default Currency (GBP) - > conversion Rate: 1

A e T e T A e

s s ] e ] e |

Total Returns
Valve

ISBN or Sales Date  Type RRP UnitPrice  Units sold Total Sales Value Returns Units

9780955788819 09/04/2011 Sale 34 31 25 7285 0
9780955090844 03/04/2011 Sale %5 20 126 2520

Contribution To - England's Own Jazz of the - g7g0053704095 04/04/2011 Sale 55 45 52 2340

9780953704088 07/04/2011 Sale 25 245 34 833
9780955090806 08/04/2011 Sale 2 2 2 462
9780955090899 09/04/2011 Sale 65 60 21 1260
[putobiography of Harry Gold 9780953704002 10/04/2011 Sale 2 10 15 150
9780953704040 11/04/2011 Sale 14 13 87 1131
9780953704064 12/04/2011 Sale 9 85 45 3825

0
0
0
0
0
0
0
0
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® Some columns on your spreadsheet may be marked as ‘ignore’. The system is set up to
do this for extra data that isn’t necessary for calculating royalties, eg. format. Make sure
that the system has marked the columns to ignore accurately.

® \When you are satisfied, click on Process File. The system will give you a warning and
won'’t process the file (see image below) if the report is missing any of the following:

Sales File - Processing Details * U n its Sold or U n |tS Retu rned
There were errors when parsing the file you uploaded.
A See below for mor rmation. * - S d
Once you have finished reviewing the errors click here to re-upload your amended file. P rl ce o I
Error 1: * S d d
T —— Total Amount Sold or Returne
Click here for file row data
Title: f , 1919- = =
e bt * Organisation
Form: Paperback

Sales Date: 09/04/2011
Sal

e
le

* 13 Digit ISBNs

Error 2:
« Error processing row 3, organisation not found.

Click here for file row data

® Assuming that your file has all of the necessary information, you will then be asked to
verify that you want to complete the upload. Click on OK. You will be taken back to the
main Sales screen where every item from within your file (including those within
previous files) will be listed, reflecting all of the data as well as an extra column called
Warnings. The system has been set up to flag the following warnings for further
consideration, just in case:

* If the discount percentage is greater than 30%.
* If the RRP in the file doesn’t match what is already in the database.

* If the RRP is missing.

You must decide what to do with these warnings before you can start looking through the
reports. You can either:

1) Tick on the relevant title(s) and then click on Accept Selected Warnings to
override them. If the discount, for instance, should be higher than 30%, then
you can easily override this warning without messing up the calculations.
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Sales

2) If the warnings are relevant, then you can either:

a) Delete the titles from the system. Go back into the file you uploaded and
fix the information. Upload the file again, under a new name.

b) You can make the changes on screen by clicking into the relevant item
and overwriting the data.

Note that if you ignore the warnings entirely, and don’t accept them or fix them, then the titles will
not be included in your reporting. Therefore, it is important to establish whether you want to accept
the warnings or correct the errors.

It is also possible to isolate data from a particular upload once you have a substantial amount of
uploads on your system. On the top right of the main Sales screen (as demonstrated in the image
below), there is a drop down menu listing all of the different documents that have been uploaded.
Tick on the relevant file name and the system will automatically isolate the rows from that file onto
your screen.

Search for: Go From (yyyy-mm-dd): |2011-04-18 || To: |2011-05-18 | .. Go
Upload Sales File | Remove Selected | Accept Selected Warnings
[ Organisation I1SBN13 Title Type Imported Date ~ Copies  Total Value =~ Warnings AP
2011-05-17 Could not find books RRP Price inthe
[ publisher Demo 9780955788819 A History of Jazz in Britain, 1918-50 Sale 235 £7,285.00
16:00:02 database
2011-05-17 Could not find books RRP price match In the
[  Publisher Demo 9780955090844 Al This and Many a Dog Sale 126 £2,520.00
16:00:02 database
Black British Swing: the African Diaspora's Contribution To - England's Own Jazz of the 1930's And 2011-05-17 Could not find books RRP price match In the
[ publisher Demo 9780953704095 Sale 52 £2,340.00
19405 16:00:02 database
2011-05-17 Could not find books RRP price match in the
[ Publisher Demo 9780953704088  Boys at War Sale 34 £833.00
16:00:02 database
2011-05-17 Could not find books RRP price match in the
O publisher Demo 9780955090806  Doggin' around Sale 2 £462.00
16:00:02 databa:
2011-05-17 Could not find books RRP price match in the
[ Publisher Demo 9780955090899  Flying High - A Jazz Life and Beyond Sale 21 £1,260.00
16:00:02 database
2011-05-17 Could not find books RRP price match In the
[ publisher Demo 9780953704002 Gold, doubloons an f eight - the autoblography of Harry Gold Sale 15 £150.00
16:00:02 database
2011-05-17 Could not find books RRP price match In the
[ Publisher Demo 9780953704040  Soloists and sidemen - American jazz stories Sale s 87 £1,131.00 i
2011-05-17 n the
[ Publisher Demo 4780953704064  Some of My Best Friends Are Blues Sale el 45 £382.50
Discount is larger than 30%
2011-05-17
[ publisher Demo 9780955788826  Swing from a Small Island - The Story of Leslie Thompson sale 150000 34 £1,020.00  Could not find books RRP price match In the
o database
2011-05-17 Could not find books RRP price match In the
[ publisher Demo 9780955788802  The Jazz Composer - Moving Music OFf the Paper Sale 24 £960.00
16:00:02 datobase
2011-05-17 Could not find books RRP price match in the
(=] Publisher Demo 9780955090851 The Little Giant - The Story of Johnny Griffin Sale 12 £264.00
16:00:02 database
2011-05-17 Could not find books RRP price match in the
O  publisher Demo 9780955090882  Workout - The Music of Hank Mobley Sale 34 £2,380.00
16:00:02 database

Now that you have established your royalties equations, made a note of advances if necessary
and imported your sales file ensuring all warnings have been dealt with, you can now use the
system to look at a set of reports.
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You can generate the Profit & Loss report either by contributor or by title. You can also specify
the to date. Click Go when you are ready. If you leave all of the fields blank and simply click on
Go, then all of the books on your system will come up on screen. Please note that if you have
many titles on your system, it could take some time for the information to be displayed.

Profit Loss
Contributor: Andrew Simons [select] [clear] Te: Go
Book Title: [select] [clear]
Andrew Simons
Black British Swing: the African Diaspora's Contribution To - Hardback 2,275.60
Sold total (2,860.00) 2,340.00
Publisher Demo 04/04/2011 52 (2,860.00) 2,340.00
Returns total (0.00) 0.00
Total sales (2,860.00)  2,340.00
Royalties earned 114.40
Andrew Simons 114.40
From 15.00 percent to 40.00, 4.00% of Gross 52 114.40
Payments made total 50.00
1st Payment 18/05/2011 50.00
Royalties due 64.40
Costs total 0.00

The information displayed in the report is as follows:

® Each title associated with a contributor, for which sales have been recorded, is
separated into its own section.

® The total sales made after factoring in any royalties and subsequent payments made to
the contributor will appear in the top grey box beside the title name.

® Gross figures are in brackets whilst the net figures are outside of brackets.

® The breakdown of the figures then appears below this heading as follows:

¢ Sold Total: To expand the information displayed, click on the heading. All of the
retailers from your uploaded file will then come up on lines of their own, as displayed
in the image above.

¢ Returns Total: Will be displayed if your report includes figures for any returns.
Expand the section by clicking on Returns Total to see the break down for which
organisations returned stock.
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¢ Royalties Earned: This line will display the total royalties earned. To expand the
information to show who these royalties are going to, click on Royalties Earned. All
of the contributors associated with the title will then appear underneath. If you would
like to see the royalty scale for the contributor, click on his/her name. The informa-
tion added within Royalties (see page 6) will then be displayed under the contributor
name, eg. From 0 units to 300.00, 4.00% of Net. Beside this info will also be
displayed the number of copies sold, as pulled from the uploaded sales report.

¢ Payments Made Total: If you have made payments in installments to your
contributor, or perhaps he/she has received an advance, then the records of these
transactions will be displayed under Payments made total when you click on the
heading (see page 15).

¢ Royalties Due: This figure will adjust automatically when you record payments on
your system (see page 15). If you have not made any payments yet, then the figure
will be the same as that under Royalties Earned.

¢ Costs Total: This figure refers to your production costs and is pulled from the data in
Production. See Production Documentation for information.
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This report is similar to the Profit & Loss report with the same functionality, however it displays
only the royalties payments that are due to the contributor and any payments that have already
been made. In other words, the sales figures that appear in Profits & Loss are not here.

To generate the report, choose the relevant contributor from the drop down menu and then click

on Go.
Liabilities
Contributor: | Jim Gedbolt [select] [clear]  Tq: ] Go
Book Title: [select] [clear]
Jim Godbolt
All This and Many a Dog - Paperback 101.60
Royalties earned 201.60
Payments made total 100.00
Payment 16/05/2011 100.00
Royalties due 101.60
A History of Jazz in Britain, 1919-50 - Paperback 969.50
Rovalties earned 1,069.50
Payments made total 100.00
Ange Special Payment 16/05/2011 100.00
Royalties due 969.50

® Royalties Earned: This line will display the total royalties earned.

® Payments Made Total: If you have made payments in installments to your
contributor, or perhaps he/she has received an advance, then the records of these
transactions will be displayed under Payments made total when you click on the
heading (see page 14 for information about recording payments made).

® Royalties Due: This item performs the equation: royalties earned subtract payments
already made to the contributor. This figure will adjust automatically when you record
payments on your system in Pay Run (see page 14). If you have not made any
payments yet, then the figure will be the same as that under Royalties Earned. Note
that is possible for this figure to be negative if an advance has been paid to the
contributor and is higher than the royalties currently earned from the sales.
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This report differentiates between payments made and payments yet to be made, based on your
record keeping. To generate the report, choose the relevant contributor from the drop down menu
and then click on Go.

Pay Run

Contributor: | Jim Godbolt [select] [clear]  Tg: Co

Print Preview

Jim Godbolt

All This and Many a Dog - Paperback 101.60
Rovalties earned 201.60
Payments made total 100.00
Royalties due 101.60
A History of Jazz in Britain, 1919-50 - Paperback 969.50
Rovalties earned 1,069.50
Payments made total 100.00
Royalties due 969.50
Total Royalties due 1,071.10

Royalties are owed on this account.
Click here to make a payment

If you are ready to record that a payment has been made, you will need to click on the green
button that says: “Royalties are owed on this account. Click here to make a payment’, as
displayed in the image above.

When you do so, a pop up will come up, as shown below:

Jim Godbolt
All This and Many a Dog - Paperback 101.60
20160

Jim Godbolt Cheque No.:

A History of Jazz in Britain, 1919-50 - Paperback Sales

Royalties earned Book Title 15BN Copies  Amount Pay
Al This and Many 2 Dog - Paperback 6780955090844 2 10160

A History of Jazz in Britain, 191950 -

Royalties due 9780955788819 470 960.50
Paperback

Payments made total

" Amount remaining topay  1071.10
Total Royalties due

. Amount to pay:
Royalties are owed on this account. Lt

Click here to make a payment

Make Payment

® |f you have made a payment, then type in the figure in the empty box. The Total Amount
to pay at the bottom of the box will automatically update as you type in this figure.

® Click Make Payment when you are finished and the pop up will disappear.
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Pay Run

® To see the payments you have just made in Pay Run as a list, expand the field by clicking
on Payments Made Total, as demonstrated in the following image:

Pay Run

Contributor: Andrew Simons [select] [clear] To: Go
Print Preview

Andrew Simons
Black British Swing: the African Diaspora's Contribution To - Hardback 64.40
Royalties earned 114.40

Payments made total 50.00
1st Payment 18/05/2011 50.00

Royalties due 64.40
Total Royalties due 64.40

Rovyalties are owed on this account.
Click here to make a payment

® The Total Royalties Due will adjust accordingly, taking into consideration the payment(s)
just recorded.

® Once you have recorded that all payments have been made, the green button will
disappear from the screen.

Information about payments made will also automatically be displayed in both the Profit & Loss
and Liabilities reports, and appears within the Advance / Paymnt list.

Note that when you record a payment in Pay Run, the system will automatically name the record
'Payment’. If you would like to be more specific as to the nature of the payment, eg. First

Installment, then go back info Advance /| Paymnt. Overwrite the information that appears in the
field Payment Type (see page 7).

To Print the Pay Run Report:

® Click on Print Preview at the top of the page.

® Click on Print Page.

Note that each title on the report will print out on a single page of its own.
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