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See CreatingCataloguesandLists.pdf 
 
Legend for table below: 

 Italics: Instructions 
 Regular: Copy and paste, or select, to new list each month 

 
REMEMBER: 
Deleting Old Lists 
Delete each existing List as you come to repopulate new List. 

 
 
Sharing 
Share each list with all stores when you are happy with it.  The “people” icon will become purple when the list is shared. 

  
 

 
 
Sorting 
Don’t select any sort option – our ISBNs are in the correct order. 
 
Always set Sales & Marketing:None chosen 
 

Category Subcategory List Name 
Effective 
Period Description Expiry Date 

Suggestions Trade Recently Published – 
Selling Well 

Month list will 
display 
(shows prior 
two months’ 
new titles) 

Published in the 
last two months, 
doing well, ranked 
by sales. 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Suggestions Trade Top Forthcoming Titles Month list will Top forthcoming Do not use 
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Category Subcategory List Name 
Effective 
Period Description Expiry Date 
display 
(shows prior 
two months’ 
new titles) 

books pre-ordered 
by Dempsey's 
customers 

expiry date. 
Upon expiry: 
archive. 

Catalogues Gift Top  
Tarot/Oracle 

Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Audio Top Audio Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Gift Top DVDs Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Trade Recently Added Month list will 
display 
(shows prior 
two months’ 
new titles). 

Backlist titles we 
have recently 
added 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Gift Top Inspiration Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Trade Top Books Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Gift Top Music Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive. 

Catalogues Calendars Top Calendars Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive 

Catalogues Gifts Top Woodstock Chimes Month list will 
display 
(shows prior 
two months’ 
new titles). 

Our top titles in this 
category over the 
last two months, 
sorted in order of 
popularity 

Do not use 
expiry date. 
Upon expiry: 
archive 

Catalogues Trade Publisher – Season Season – 
select right 
one 

Front list from <this 
publisher> 

Do NOT use 
expiry date 
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