
COPYING UNDER OUR ACCESS COPYRIGHT LICENSE

Filling in the Photocopy Log AT- A- GLANCE

Date Logged
MM/DD/YY • Please use the format Month/Day/Year   eg: 11/30/03

Course Code and
Instructor

• Indicate the number of your course eg. Eng 101
• The name of the instructor teaching the course

Clearance Reference
Number (if applicable)

• You may copy more than 15% of a work with prior permission from Access Copyright.  If a
work is out-of-print, Access can give you permission to copy 100% of the work.  Contact the
Copyright and Licensing Office at 492-0151 to assist with this process.  Allow sufficient time
(approx. 1 week) to obtain the number.

Textbook Yes or No • Indicate if the material you are covering is a textbook or not.
• You may copy no more than 5% of any ‘in-print’ textbook per term

Author(s) of Excerpt
and Work

• Full names of the author(s) of the article or book being copied
• Full names of the editors if the work is in an anthology

i.e. Erna Paris, Douglas Fetherling
• DO NOT use the phrase ‘et.al.’ or use initials in the place of first names

Complete Title • Indicate the complete title of the work you intend to copy
• Name of the book/periodical
• “Name of the article/section copied” in quotes

i.e. “The Boat People: The Toronto Voyage” in Best Canadian Essays, 1990
• If the section being copied doesn’t have a name, simply record the name of the book.

Full Name of
Publisher and Date of
Publication

• Books: the year of publication can be found near the ISBN number and the publisher will be
listed near the first few pages.

• Periodicals:  the date of publication includes volume, number, year, date – whatever is
available.  The publisher can usually be found on the masthead.

• Include the full name of the publisher.  Make sure the publisher is not on the Post Secondary
Exclusions List.

ISBN/ISSN • International Standard Book Number and I.S. Serial Number
• Every publication has a unique ISBN/ISSN number
• Books:  this number is found at the front with the year of publication, publisher data etc.
• Periodicals:  (magazines/journals/newspapers) this number is found on the masthead (where

the publisher and address are listed)
Total Pages in
Publication

• Books:  Indicate the number of pages in the entire book (i.e. 322 pages)
• Periodicals:  Do not need to fill in this column – simply indicate (J) for Journal; (M) for

magazine or (N) for newspaper
Original Pages
Copied

• The actual page numbers of the pages you are copying
• If the pages are broken up, please make this obvious

i.e.: 23, 25, 26-30, 32, 34-37
Total Original Pages
Copied

• The pages in the “original pages copied” column are inclusive so remember to add one when
you are subtracting.  In the example above, 12 pages were copied.

i.e. 14–23 = 10 pages; 1-5 = 5 pages
Number of Sets • The number of actual copies of the article or book section that were made.

• This number is usually based on student enrolment plus two for administrative purposes
i.e. 10 students + 2 instructors = 12 copies

Total Pages Copied • Automatically calculated on the Excel spreadsheet
• Multiply the two previous columns
• “Total Original pages Copied” x “Number of Sets”

i.e. 15 pages x 12 copies = 180 sheets
Royalties @
$0.64/page

• Automatically calculated on the Excel spreadsheet
• Multiply the previous column by the tariff rate ($.064/page)
• “Total Pages Copied” x royalty rate

i.e. 180 sheets x $0.64/page = $11.52
% Copied • This column automatically calculated the percentage you copied.

• If you are above 15% and it is not one of the following, please modify your content to comply
with the 15% limit

‰one entire article from a Journal, Magazine or Periodical
‰an entire chapter up to 20% of a book
‰up to 5% of a textbook

• Cumulative copying exceeding the above percentages during a course term is not
permissible

Contact the Copyright and Licensing Office at 492-0151 for more information on the University’s Access Copyright License
You can download a log and find more information on our license at http://www.library.ualberta.ca/copyright/index.cfm


