Standard Bulk Claim Filing
Step-By-Step Instructions
Where to Begin?
Start by clicking on the “Submit a Claim” page on the settlement webpage at
www.spotifypublishingsettlement.com. Then click on the Start Your Claim button.

Register as a New User
As a new user, you will need to first register by creating a User ID and Password.

Step 1: Select a Filer Type. Since you are filing a claim for yourself, select ‘NO’ and click ‘Next’.

Step 2: Create a User ID and Password


User ID: Your User ID must be between 6 and 10 characters and meet the below criteria:
o at least 1 uppercase character (A-Z)
o at least 1 lowercase character (a-z)
o at least 1 digit (0-9)
o Do not use an email address.



Password: Your password must be between 6 and 10 characters and meet the below criteria:
o at least 1 uppercase character (A-Z)
o at least 1 lowercase character (a-z)
o at least 1 digit (0-9)
o at least 1 of the following special characters (@!*$%&)
Verify you are not a robot, then click Register.



Step 3: Starting a new claim.
At this point, you have created your User ID and Password and received a confirmation email. Be sure to keep
this email for your records. Now you will begin the process of filing your claim. In the next steps, you will be
asked to provide your contact information and then your copyrighted musical work information.
If you are ready to begin, click the Start New Claim button.

Step 4: Provide your contact information.
o Registered Copyright Owner Type: Choose whether you are filing as an Individual or a Business.
o Individual. Provide your name, mailing address, phone number, and email address. Then select
Next.

o Business. Provide the business name, the business contact name, mailing address, phone
number, and email address. You also need to answer whether your business has any direct or
indirect parent or subsidiary companies. Then select Next.

Step 5: Did you sign a Participating Publisher Pending and Unmatched Usage Agreement with Spotify?
Since you are filing a claim as a Registered Copyright Owner of a musical work for yourself, did you enter into a
Participating Publisher Pending and Unmatched Usage Agreement with Spotify in connection with the
National Music Publishing Association's Agreement with Spotify in 2016?
o If yes, you are not a Class Member under the terms of this Settlement Agreement and are not
eligible to file a claim.
o If no, please select ‘No’ and then proceed by clicking Next.

Step 6: Filing for Works in Bulk – General Information


Filing for works in bulk will allow you to file for a large number of copyrighted musical works by
uploading a completed spreadsheet directly through the Claims Webpage. This process is
recommended if you have a file from the Settlement Claim Facilitator. If you have more than twenty
musical works, it also suggested that you use this ‘file in bulk’ process.



It is very important to note that you must provide the copyright registration number for every musical
work you intend to claim as well as the Spotify Track ID for each Spotify track embodying the
corresponding musical work. If you do not have this information, Class Counsel strongly recommends
that you visit the Settlement Claim Facilitator Webpage (“Portal”) developed by Royalty Review Council
(RRC) at www.songclaims.com.
RRC is the third-party service provider retained by Class Counsel to act as the Settlement Claim
Facilitator to assist Class Members with the completion and submission of the online Claim Form.
Through the Portal, you can locate and identify tracks embodying works that were made available on
Spotify’s service during the Class Period. You will also be able to search the US Copyright Office
database to obtain the copyright registration numbers for those works needed to submit a claim.
Class Counsel strongly encourages you to utilize the Portal since it can greatly assist you in submitting a
claim. You can compile and download the track and copyright information you need for your claim
online through the Portal, and export a spreadsheet to upload with your claim through this Claims
Webpage.




If you do not have a completed file from the Portal, continue to Step 7.
If you have a completed file from the Portal, continue to Step 8.

Step 7: I do not have a completed file from the RRC portal. How do I proceed?
Because you do not have a completed file from RRC, you will need to provide your musical work information
using our template Copyrighted Musical Work Spreadsheet. To download a copy of this spreadsheet and
instructions on how to enter your information, click on the link circled below:

Once you have completed your Copyrighted Musical Work Spreadsheet, please continue to Step 8.

Step 8: I have a completed file (either from the RRC portal or the Copyrighted Musical Work Spreadsheet).
How do I proceed?
Since you already have a completed file, click the Proceed with Bulk Filing button.

Step 9: Upload Your Completed File.
To upload your file, click the Browse Files button and select your file. Once it is loaded, it will appear in the
Uploaded Files table. After you see your file, please click Next.

Step 10: Upload Supporting Documentation
Once you have added all your musical work and related Spotify track information, you may upload supporting
documentation related to ownership of your musical works. Please note that providing ownership
documentation is entirely OPTIONAL.
Upload any supporting documents related to your claim by clicking Browse Files.

Step 11: Certify and Submit Your Claim
Check on the certification box at the end of the page and click Submit. Once your claim is submitted you will
receive a confirmation email for your records.

Step 12: Claim Confirmation
After submitting your claim, you will land at the Confirmation page which contains a confirmation code and a
detailed summary of your claim. You will also receive a confirmation email with the same information.

If you prefer, you can also print this page by clicking the Print Claim Summary button.

Step 13: Editing Your Submission
You will not be able to edit or delete your file once it has been submitted. If you wish to edit the file you
uploaded and submitted through the Claims Webpage, you must contact
info@SpotifyPublishingSettlement.com.

