Copyright

United States Copyright Office

Uploading Your Work
to.eCO

A step-by-step tutorial
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When Is an electronic copy
acceptable?

= An electronic copy of the work being registered may be uploaded
directly into eCO if it is within one of the following categories:

= Unpublished work
= Work published only electronically

m Published work for which the deposit requirement is identifying
material

m Published work for which there are special agreements requiring a
hard-copy deposit to be sent separately to the Library of Congress

m For works where a hard-copy is required, you can still submit an
application and payment by eCO and send copies of your work to
the Copyright Office by the U.S. Postal Service or express courier.
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Completing Your Submission

Corent : e

United States Copyright Office

ubmit | 1-245THHQ Payment successful.
Click the "Continue" button to complete your registration.

Customer Information [IContinue ==
James Andrews
101 Independence Avenue After payment iS Conﬁrmed, yOU
must send a copy of your work to
complete the submission process.

Click here to send a
copy of your work.

Washington, DC 20559

Submissions

11 0f 1 I

Title Type of Work Total Fee Paid Require Submission

Work of the Performing Arts 5500 Y

Total Amount Due:

Payment Info

Amount Paid:
Account:
Paid By:
Pay Date:




Before You Upload Your Work

\Copyright .

Submit Your Work(s)

Home | " | My Pro

Please review the screen instructions
before uploading your work.

[Step 1: Select & Upload Files

wwa | The application(s) you just submitted with
< eenose Ml payment will be listed on this screen.

lick the Shipping Slip link and print out 3
attach shippi s to the corresponding

* Mail the deposi ight Office address at the bottom of the slip.Mote: Your effe date of registration will

be based on the date on the copies with corresponding shipping slips attached.

ou may verify the submission in the open Ca: e on your eCO

Click the blue links for helpful
information about copy requirements
and file type and size limitations.

Date and Time




Uploading a Copy of Your Work

\Copyright

Umited States Copyvight Office

Submit Your Work(s)

To ur submi t do both)

Click here to upload
an electronic copy
of your work(s).

[Step 1: Select}ilUpioad Files Step 2: Complete Your Submission
{ i

oo o §

Activity Type
Click the “Title” link to
see all the titles yo

firess at the bottom of the slip. Naote: Your effective date of registration will
ponding shipping slips attached.

n in the open C le on your eCO

Attachment Name Date and Time




Selecting Files to Upload

1) upload ele

A new window will open, allowing
you to select the file(s) for this work
from your computer.

Comments
(2) Send Your Work(s) by

= Click the

fion will

Send Your Workis) by | File nam: 3 3
”C ate Shippl Open  |¥ Cancal

Attachment Name

(Step 2: Complete Your Submission

l No Records

Created

Select file(s) to be
uploaded and click
“Open.”

No Records

Date and Time




Uploading the Selected Files

Copyright

Upload Your Work(s)

Case Details Step 2: Complete Your Submission

Remove any incorrect

s

Type of Wor

puter. _ .. ' files before uploading.

The file(s) you selected will be displayed -

@snaverw  With the corresponding work.
1o your deg py(ies). For multiph . be sure fo
sit cop days to th right Office address at the bottom of the slip Note: Your effective date of registration will

be based on the dat receive the copies with corresponding shipping slips attached

y verify the submission in the open Cases table on your

Date and Time




Confirming Submission
Completeness

Copyright

United Mates Copyright Office

The Copyright Office cannot begin processing
F'I-zase-nutE-:F(Ies canr. b-a returned Drd-zlebzd.c-nceu appllcatlons Wlth uploaded deposit COp|eS of your work(s):
o until you confirm that all files have been sent.

. 0t
Upload Your Work(s)
1 -10f 1

[Case Details I |Step 2: Complete Your Submission

Comments Activity Type

) Click here when all files
d print out and 3 e shippi . ur deposit co 5). For multiple c3 e fOI’ thIS app“catlon have

lip link will appear in the Attachments column.

he comesponding cof

been uploaded.

an will
be based on the date on

after uploading fil or printing ing slip(s). You may verify the submission in the op table on your eCO

Attachment Name File Type Duate and Time Comments




Upload Completed

COPYRIGHT WOME

eowhsﬂ-h Copyright Office

Submit Your Work(s)
dete your s hon, please submit th

No more files may be uploaded for this work.

You will receive an email from the Copyright Office confirming
receipt of your file(s).

|Step 1: Select & Upload Files Step 2: Complete Your Submission

iy

Mai: After files are received, you
woannnewessorag - cgn click here to view a list
(please allow up to one hour).

o the Copyright Of
e the copies with con

r printing shipping s]. You may verify the submission in the open s table on your eCO

||CreatesS ngS
Attachment Name File Type Date and Time




Maliling a Copy of Your Work

COPYRIGHT HOME

Copyright

If you determine that an electronic copy of your work
IS not acceptable, the hard-copy you mail must be
accompanied by a shipping slip. e foo

Please do not send both electronic and hard-copies.

|Step 1: Select & Upload Files

ill be added to the Attachments column in the

| _ Viaw Nam ) ) ¢ ink to open and print the Shipping Slip

Activity Type
(2) Send Your Work(s) by Mail:
. k th e Shippin ton in the table be! Shipping Slip link will appear in the Attachment mn.
and print out and the shipping slip(s) our deposit copy(ies). For multiple cases, are to
responding copies

me" after uploading files|;
Home page
Tereatesrmrosinl <l for sending your work by mail.

Attachment Name

Date and Time

(This will take a few seconds.)




Maliling a Copy of Your Work

|Step 1: Select & Upload Files

Activity Type
(2) Send Your Work(s) by Ma
the "Create Shipping Slip” button in the table bel Shipping Slip linl | appear in the A
the Shipping Slip link and prin and attach the shipping slip(s) to your deposit copylies). F
attach ship s to the corresponding copies.
* Mail the deposi ht Office address at the bottom of the slip. Note: Your effective date of registration will

be based on the date on which we receive the copies with corresponding shipping slips attached.

erify the submission in the open C ble on your eCO

Send Your Work(s) by Mail

reate Shipping Slip||

Muchmentems Click the attachment link to open
and print the shipping slip(s).

COPYRIGHT HOME

1 Us | Help | Log Qut

o not do both)

Step 2: Complete Your Submission

If you submitted multiple applications
together with one payment, a
shipping slip will be created for each

application.

Date and Time




Printing a Shipping Slip

U.S. Copyright Office Receipt

Deposit Copy Shipping Slip for Deposit Copies Sent to Accompany an
Electronically Submitted Application

Attach the shipping slip [ame TSR e
corresponding to each work to Feeeree e
- .y Title:

It before malllng Vol/Num/lssue

Month/Year
Applicant’s Internal Tracking

Materials Submitted:
Quantity Format

Instructions for Sending Deposit Copies

hipping ) ® ( py or copies for
osit copy or of the case date

Mail the work(s) to the address rar o Gonar
printed on the shipping slip Washngton,




&

Questions?

m For technical assistance, contact us at:
1 (877)476-07/78 (toll free) or 1 (202) 707-3002
8:00 — 8:00 EST, Monday — Friday

ctoinfo@loc.gov

m For all other questions:
1 (877) 476-07/8 (toll free) or 1 (202) 707-3000
8:00 — 8:00 EST, Monday — Friday

copyinfo@loc.qgov



mailto:ctoinfo@loc.gov
mailto:copyinfo@loc.gov
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