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Service Requests



Customer Type Distributor

Communication Channel Email

Purpose The purpose of this procedure is to respond to a distributor
request for restocking.

Our US distributor Asterism Books periodically sends out new stock requests to our email
address info@punctumbooks.com with the title "New Stock Request from Asterism."
The email contains a URL to the Stock Request on their platform listing the publications
titles and amounts.

Stock Request
Overview

Steps: Asterism Books

Ordering

https://docs.punctumbooks.com/books/customer-relationship-management-crm/page/distributor
https://docs.punctumbooks.com/books/customer-relationship-management-crm/page/email
https://docs.punctumbooks.com/books/supplier-relationship-management-suppm/page/asterism-books
mailto:info@punctumbooks.com
https://docs.punctumbooks.com/uploads/images/gallery/2025-10/l6CDSFZstDUWIfJk-screenshot-2025-10-02-at-10-06-18.png


Go into the backend of Amazon Kindle Direct Publishing and send out the requested
author copies to Asterism, using the mailing address provided in the Stock Request.
Mark the shipment date on the Stock Request. 

Our academic library distributor YBP periodically sends out new stock requests to our
email address info@punctumbooks.com with the title "YBP Book Order."
The emails contains a PDF with the Purchase Order.
Go into the backend of Amazon Kindle Direct Publishing and send out the requested
author copies to YBP, using the mailing address provided in the Purchase Order.

Create an invoice to YBP with the Purchase Order number and 40% discount.
Send the invoice URL to ap@ybp.com with the Purchase Order number in the subject.
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Steps: YBP

Ordering

Make sure the PO number is added to shipping address by editing the existing entry in the
KDP address book.

Invoicing

Additional Information

Document Control
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Customer Type Author

Communication Channel Email

Purpose The purpose of this procedure is to respond to an author
requesting author copies.

Log in to the KDP backend: https://kdp.amazon.com/en_US/bookshelf
Select the correct title
Click Order author copies
Select amount and marketplace (see below)
You can add multiple titles to the same order
Follow the address/shipping/payment instructions. Never choose Prime.

Apart from gratis author copies that are provided upon release (details for each book in
the author email sent out upon release), authors get 50% discount.
Standard due date 30 days from invoice date.
Send out the invoice via email.

Amazon.com.au: Australia
Amazon.ca: Canada
Amazon.fr: France; sometimes other EU countries
Amazon.de: Germany; sometimes other EU countries
Amazon.es: Spain
Amazon.it: Italy
Amazon.co.uk: UK; sometimes other European countries
Amazon.com: Any other country

Author Copy Request
Overview

Steps

Ordering

Invoicing

Additional Information

Amazon Marketplaces

https://docs.punctumbooks.com/books/customer-relationship-management-crm/page/author
https://docs.punctumbooks.com/books/customer-relationship-management-crm/page/email
https://kdp.amazon.com/en_US/bookshelf
https://docs.punctumbooks.com/books/invoicing/page/book-order-invoicing


For Brazil, request an ID number from the one who receives the order. You'll need to
supply to complete the order.
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Customer Type Book Shop

Communication Channel Email

Purpose The purpose of this procedure is to respond to a book shop
requesting copies.

Log in to the KDP backend: https://kdp.amazon.com/en_US/bookshelf
Select the correct title
Click Order author copies
Select amount and marketplace (see below)
You can add multiple titles to the same order
Follow the address/shipping/payment instructions. Never choose Prime.

Book shops get 40% discount.
Standard due date 30 days from invoice date.
Send out the invoice via email.

Amazon.com.au: Australia
Amazon.ca: Canada
Amazon.fr: France; sometimes other EU countries
Amazon.de: Germany; sometimes other EU countries
Amazon.es: Spain
Amazon.it: Italy
Amazon.co.uk: UK; sometimes other European countries
Amazon.com: Any other country

Book Shop Request
Overview

Steps

Ordering

Invoicing

Additional Information

Amazon Marketplaces
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https://kdp.amazon.com/en_US/bookshelf
https://docs.punctumbooks.com/books/invoicing/page/book-order-invoicing


For Brazil, request an ID number from the one who receives the order. You'll need to
supply to complete the order.
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The donations and membership from the Support page directly link to Stripe and Paypal, and data
are no longer stored locally on our website. As a result, these subscriptions are managed directly in
the Stripe and Paypal backends.

Memberships can be found in the leftside menu under Costumers > Subscriptions.

In this list you can both the legacy subscriptions (identified with a hex code), and the new ones
through Easy Digital Downloads. To cancel a subscription, click on the pertinent email address and
select Cancel Subscription under the ellipsis menu in the upper right corner.

Cancellation through Paypal is not possible from our end. The customer should enter their own
Paypal account and cancel the subscription from there.

Subscription Cancellation

Cancellation in Stripe

Cancellation in Paypal

https://punctumbooks.com/support/
https://docs.punctumbooks.com/uploads/images/gallery/2022-10/gTZ7cVeTuJWXj2S1-1000px-screen-shot-2020-06-24-at-12-37-08.png
https://docs.punctumbooks.com/uploads/images/gallery/2022-10/07kQXrziDD7xiR8D-1000px-screen-shot-2020-06-24-at-12-39-23.png


Paid Membership Pro subscriptions run through both Paypal and Stripe, and are managed through
the punctum books backend. Because Paid Membership Pro stores customer details on the
Wordpress site, this is no longer a secure way to manage subscriptions. These are to be slowly
phased out.

Membership can be edited and canceled by clicking on the pertinent account. To cancel, change
Membership Level to -- None --.

Paid Memberships Pro

Cancellation

https://wiki.punctumbooks.com/index.php?title=Paypal
https://wiki.punctumbooks.com/index.php?title=Stripe
https://docs.punctumbooks.com/uploads/images/gallery/2022-10/aWsPHk1DBt3Dy8zV-1000px-screen-shot-2020-06-24-at-12-25-04.png
https://docs.punctumbooks.com/uploads/images/gallery/2022-10/cMYVVAlJf6OBzMVM-1000px-screen-shot-2020-06-24-at-12-31-21.png
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When a subscriber wants to change their payment method
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When an author wants to know something about the production process.

search FAQ

add to FAQ
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When an author wants to change something post-publication
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when it is requested the blurb is changed after Eileen reviewed it > to be approved by Eileen
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When an author asks for usage stats, either sales figures or downloads.
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When an author or publicity outlet request a high-/print-resolution cover.
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Customer Type Publisher

Communication Channel Email

Purpose The purpose of this procedure is to respond to a publisher
requesting to publish a translation of one of our titles.

Check the license of the original publication
If the publisher wants to publish under a similar (open) license:

No fees
Set up contract (template in Punctum Accounting > Contracts > Downstream Rights
Contracts)
Inform author

If the publisher does not want to publishe under an open license:
Negotiate royalities
Set up contract (template in Punctum Accounting > Contracts > Downstream Rights
Contracts)
Inform author
Ask author to invoice 50% of the royalities
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Translation Request
Overview

Steps

Additional Information

Document Control
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