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Dashboard tab 
 

The Dashboard shows your current licence, and any open Additional Use Requests.  

Items that show a   notification symbol need action – most likely the submission of EFTS/student numbers or 
reviewing a quote for an Additional Use Request. 

 

 
My Licences tab 
 

This page shows your current copyright licence, along with a history of past licences and the periods they were for. 
This is also where you can enter and submit your EFTS/student numbers for the current year once they are available.  

 

If a Purchase Order (PO) number is required, please tick the box. If you have the PO number already, please 
add it in the space provided (if you don’t have it yet, you can leave this blank). 

 

https://portal.copyright.co.nz/loginMyCopyright.zul
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Additional Use Requests tab 

Your licence contains provisions for additional use permissions that can be requested. The request types displayed in 
MyCopyright will be determined by the licence type you hold with us, and which permissions are available to you (so 
not all request types may be shown as below).  

 

Making a New Request 

On the New Request page click the type of request you wish to start and a new request will be created. You can also 
do this in your Open Requests page by clicking the orange New Request button. You will need details of the work(s) 
for which permission is being sort and who the work will be made available to. Some of the request types require 
supporting documents. Complete the fields and either Save (to come back to later), or Submit to send the request 
for researching/processing. If you click Delete, the record will be removed. 

Tip: When entering the work data you can search using the ISBN or title of works that you have previously requested.  

 
Keeping track of your Additional Use Requests 

 

Open Requests will be shown on your Dashboard under Open Requests and also on the Additional Use Requests 
page. Here you can see all current open requests and their status including drafts (that you are yet to submit) and 
requests that have been submitted and are being researched or processed. If a quote is required for the request, this 
is where you can review and accept a quote for the usage request.  

Closed Requests are on the Additional Use Requests page and where you can see a record of your previous requests. 
Once a request has been completed or has been declined (either by us or you), it will move to this area.  

Re-using a previous request 
If a previously requested permission is required for a new teaching period you can open a Closed Request and 
regenerate a new request from it. Click the Re-Generate Request link at the bottom of the record, this will clone the 
request into a new request, and you will need to enter new details on who the content is being made available to. 
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Usage Reports Tab 

In this page you can upload and submit new usage reports of content that has been copied under your licence. You 
can also view previously submitted usage reports. 

Uploading a New Usage Report 

To upload a new usage report click the orange New Usage Report button. You will be asked to give an appropriate 
name/description for the report and enter the start and end date of the period it covers. Complete the fields and 
either Save (to come back to later), or Submit to send the file to us for processing. If you click Delete, the record will 
be removed. 

 

 

 
My Account tab 

Remember that contact details and address details are the details we use to communicate with you—so please take 
care to keep them accurate and up to date.  

Login details tab:  this is for changing the password on your user account. 

User accounts tab:  if other individuals within your organisation need access to MyCopyright, the Main Account User 
“Manager” can do this here.  You might wish to allow another staff member to process additional use requests, upload 
usage reports, or submit licence EFTS/student numbers. If a new user is added, they are automatically sent their own 
login details.   


