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1. AN INTRODUCTION TO THE
ELECTRONIC USE SYSTEM

(EUS)
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What is the EUS?

A survey of electronic usage of copyright
material in Australian schools.
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ELECTRONIC USE SYSTEM 2008

Why are we doing it?

Under the Copyright Act schools are required to record
and pay for electronic use of copyright material

The EUS survey of a sample of schools eliminates
the need for all schools to maintain records relating
to electronic usage.




Why are we doing it?

To help determine what schools use and ensure creators
of copyright material are adequately compensated.




What is the EUS?

Schools record electronic use via an online survey




How does it work?

The EUS Survey has been designed to
minimise any impact on schools by running
for the shortest possible duration.




Working tooppthesr

You can help us by encouraging staff members to
maintain their usual use of electronic materials
during the period - no more, no less.

Encourage accuracy in recording —we want to
get it right the first time.

There will be no legal consequences for schools
If they report use that breaches copyright.

Individual teachers’ records will remain
confidential.




What do UL Coandl imesttnss Sy aatiomutt
the System?

“l found it very easy to use. Didn’t take up that
much time or impede anyone... not a bad system
at all.”

“I think It was pretty good and pretty much as
simple and clear as they could make it.”

“Sure beats everybody recording everything -
that's not gonna work.”




What does tine BUS record?

he EUS Survey records
electronic use - copying and communicating

of

copyright materials

for

educational purposes




What Is electronic copyright material?

It Includes:

art works & photographs
newspaper and other articles
poems and stories

e-books

Images such as maps, charts and
diagrams

accessed via WebPage, CD-ROM, Data DVD, etc.




2. TYPES OF ACTIVITIES

INCLUDED IN THE EUS




What activities are included in the EUS?

here are different ways of using
electronic copyright material.

* In the EUS survey, we only want to know

about 8 activities .




Types of use Inthe EUS

Copying and communicating includes:

Scanning or digitally photographing

Downloading or saving

Copying to Disk, CD, USB key or other portable devi
Printing

Networking or storing on the intranet

Emailing

Displaying or projecting

Telling students to print/copy or save




3. WHO IS INVOLVED

IN THE EUS?




Nationwide participation

Only 20 schools across the country will be surveyed in
any 4-week period. No other schools have to keep any
records at all! Surveyed schools will then not have to keep
any records again for at least 8 years.




In your school:

All teachers will be registered as survey
participants, or EUS Users.

Administrative and aide staff at your school
who are involved in the development,
preparation or delivery of teaching materials
will be registered as EUS Users.




4. THE ROLE OF THE SCHOOL
EUS COORDINATOR




Your responsibilities

2 weeks
prior to
survey

Registration and EUS training

v
Survey

weeks 1-4 Support and monitor EUS
users

v

1 week
following

Closing the survey




Step 1 (before the survey):
Registration and EUS training

Register your school on the EUS website.

Register all EUS users on the EUS website.

Place signage around the school.

“rovide EUS Users with training, support
materials and registration details.




Enter the EUS Online Site at

WWW.Sschools.eusweb.com.au




Registering your school




Registering the EUS Users
(staff members)

e The School EUS Coordinator will be

responsible for registering all EUS Users
within their school.

* Do not register teachers or staff who will
not be at work for the entire 4 week survey

period (e.g. those on long service leave).




Registering the EUS Users
(staff members)

Check with AMR if you have any uncertainty
about which staff members to register as Users.

Communicate with your School administration
regularly, throughout the survey period, to receive
updates on new staff arrivals & departures  and
extended absences.

Inform AMR If a registered EUS User has an
extended period of absence. (This way we won'’t
be chasing you up to get them to log-in)




Registering the EUS Users
(staff members)

Users must be registered before the survey period
begins

A User Name protocol will be agreed with AMR

You must use the User Name protocol agreed
with AMR to register EUS Users.

School EUS Coordinators can register new Users
at any stage in case of staff additions

You may use one of 2 methods to register Users
In your school.




Registering the EUS Users method 1

Enter name of
EUS User

Enter the EUS
User Name &
Password as
supplied by
AMR

Click the
register
button




Registering the EUS Users method 2

Complete a
spreadsheet with
the User Name,
First Name and
Last Name of
each EUS User in
your school. User
Name protocol
will be agreed
with AMR. Email
this spreadsheet
to AMR.

Check correct spelling of
teachers’ names




Placing sighage

 Your EUS Training Pack includes an assortment of signs
to assist in promoting awareness of the survey in your
school.

* Place your chosen signs in highly visible, relevant areas,
e.g. computer labs, printers, staff common rooms.




Providing EUS Users with training,
support materials and registration
detalls

Your EUS Training Pack includes a Training for School
EUS Users presentation to deliver to your EUS Users.

Support materials include the EUS in 10 Steps document
and Frequently Asked Questions document which may
be provided to EUS Users.

All EUS Users should be given their User Name prior to
the survey commencement date.




Step 2 (during the survey):
Support and monitor EUS Users

Contact staff members regularly, reminding them
of their survey obligations .

Encourage staff members to report ALL electronic
copying and communication.

Inform the school Principal of progress.

Check that each EUS User has logged on each
week of the 4 week survey period.




Step 3 (after the survey):
Close the survey

School EUS Coordinators will:

Complete a Register of Licences

Provide the school Principal with the Survey Completion
Form you received in your EUS Training Pack

Answer any outstanding queries from AMR Interactive.

School Principals will:

« Sign the Survey Completion Form to provide feedback to
AMR Interactive on their involvement.




Register of Licences

Your EUS Training Pack includes a Register of Licences
document

Page 1, 2 and 3 of the document provide detailed
Information about the Register

Page 4 and 5 contain examples of how the Register
should be filled In

Page 6 of the document is the actual Register form for
you to complete




Register of Licences

 Each school must complete the Register for material (e.g. CD ROMs,
online subscriptions to websites, etc) that a teacher or
the school:

uses with the permission of or under a licence of the copyright
owners (e.g. permission given in an email/letter/fax or licence)

has purchased, such as a CD ROM which the teacher/school has
bought and is allowed to upload on a school intranet or to a
number of computers (e.g. Aussie Spellforce)

has paid a subscription fee to (e.g. www.britannica.com.au).

This will ensure that the licensed or subscribed material will not be
paid for again.

Records submitted by schools will be cross matched against the
Register so that records of any licensed material can be excluded.




Register of Licences

* Include on the Register all electronic copyright works
where your school has purchased and/or individually
negotiated with publishers or other copyright owners the
rights to use the materials electronically (e.g., copy, print,
email, network, etc.)

The Register should also include any individual
permission/licence that a teacher may have obtained
directly from a publisher or website owner




Register of Licences

 You DO need to fill in the Register with:

Websites that your school has paid a subscription or
licence fee to use

Electronic resources on CD-Roms

Clip Art (excluding Microsoft clip art)




Register of Licences

* In general, you DO NOT need to record on the Register:
“Operating” software programs (e.g. Microsoft Office)
Audio or audio-visual copyright products
Licences held by the Departments of Education, etc

However, If the above programs/products contain learning
resource materials (e.g. worksheets, still images, text) please
Include its licence and/or other bibliographic detalls on the
Register of Licences

« TIP: If you are not sure whether to include an item on the
Register, put it in anyway and we will check it when the survey is
completed.




Register of Licences: Examples

Name of
person or
organization
who has
granted the
licence/
subscription
/ permission

Works covered by the licence/
subscription/permission
(provide full details)

To whom does
the licence/
subscription/
permission
apply?
(provide
details of any
restrictions)

What is the
term of the
licence/
subscription/
permission?
(provide any
end date)

Where
possible,
attach a
copy of the
licence/
subscription
to this
Register

Eg. 1- Clip art
on a CD-Rom

Armidale,
NSW: New
Horizons

Australian classic clip art

(computer software program with 2
CDs and 1 booklet)

No limitation

No end date

Photocopy of
CD-Rom
jacket
attached

Eg. 2 -
Subscription to
a website

Augsburg
Fortress

This may be the
name of a
publishing

Annual Deluxe Subscription to
Sundays and Seasons.com for online
access to liturgies, texts, graphics and
hymns
http://members.sundaysandseasons.c
om/

This can be the title of an
e-book, a CD-Rom/ DVD,
or a URL for a website

The
subscription
appliesto 10
Users (Logins)

How many teachers/
students, classes or
computers does the

Annual
licence from
1st May 2006
to 30" April
2007

Proof of
subscription
provided

For how long the
copyright work can
be used, as indicated

house or an
individual
author.

that you pay a

licence/permission

in the licence/

subscription or licence fee
to access, copy or
communicate.

apply to?

permission?




Register of Licences

Tips on completing the Reqister of Licences:

» Liaise with the School Librarian, IT or ICT coordinator, school registrar or
bursar (checking school purchases of texts, CD ROMSs, online subscriptions
etc)

Ask all staff to provide you with any individual permissions they may have
obtained through email or letter/fax to use someone's material in their class
or CD ROMs or subscriptions purchased.

Where possible, attach a copy of the licence or permission or purchase
order/invoice

You can complete the Register at any time. However, the Register should be
returned to AMR at the beginning of Week 3 of your survey period.

If you have any problems completing the survey or need some assistance or
further explanations, please contact your local CAG representative.

Their contact details can be found at the back of the EUS Survey Brochure.




5. RECORDING USE ON THE EUS
ONLINE SITE




STEP 1 - Logging in to the EUS Site




Logging In

Log into the system using the User Name and Password supplied

Enter your
User Name
& Password




STEP 2 - Changing your ppasswoatd




Changing yoour [passwand

The original password for all new Usersis  ‘EUS’.

On first logging in, all Users will change their pas sword to
something secure that they can remember easily.




STEP 3 - Recording your electronic  use




Orientation to the maiain screen

The
remainder of
the screen is
your Usage

Record




Nothing to record this week

If an EUS User did not use any electronic copyright
material during a certain week, he/she should

* log into the EUS website and click the Nothing to record
this week button on the left Sidebar Menu

OR

e sign the Nothing to Record Declaration form.

* As School EUS Coordinator, you will then fax the Nothing
to Record Declaration form to AMR Interactive
by the following Monday.




Usage Recordl

How many
pages was this
copyright item?

Where did you
source the
copyright item?

How did you use
the copyright
item?




Usage Record — Ssstioon A

There i1s ONE task in Section A

Enter the total number of pages of copyright material used

If not obvious, use the equivalent of an A4 page or 300 words as a guide.




What about images?

IMAGES: including artworks, diagrams, maps, charts,
graphs, clip art and so on count as ONE PAGE
regardless of the original size of the image or the size

you make it.




Usage Record — Ssstioon B

First, select the Source Material

If the source material is from a If the material is from a

Web Page, Users select “Web source other than a Web
Page” Page, (e.g CD-Rom) the

User selects “Other”




Usage Record — Ssstioon B

Second, select the Item Type

=

Select if material is Text, Image, or a
combination of both




Images taken from webpages

 Where there is more than one Image on a webpage it  is important
to identify which one(s) you have used

 When using Images from a webpage where the ltem Typ e s

‘Image Only’ write in a description of the image(s) you have used
e.g. “Planet Earth”

Type in a description
of the Image(s) here




Usage Record — \W&ddssiessamiyy

If material is sourced from a Web Page...

1. Enter the Source
Web Page. You can
TYPE or COPY &
PASTE the Web
Address

2. Click the
Submit button




Usage Record — \W\étissiessan iyy

Your entry will now be displayed

If you have another item to submit, do so now.




Usage Record —
Submitting a seeoodd itEam

If you want to submit a second (or subsequent) item
just repeat the 3 steps

1

Enter
number
of pages

Click the “Submit” button




Usage Record —
Submitting a seeoodd Kiemnm

Your second record will appear here




Usage Record — Ssattoon C

There are TWO tasks in Section C

Enter the NUMBER of
copies made or the
number of
staff/students intended
to use material

Tick a box to selectthe TYPE of
activity. Remember — you can
choose more than one

p—




Usage Record — Ssattoon C

Number of Copies

Tell us how many copies of the document you printed, saved,
copied etc.

For example, if you printed a 2-page worksheet4ti mes (i.e. 8
total pages), you would enter “4” as no. of copies.

REMEMBER: Printing does
not include photocopying.
Do not record the number
of photocopies of the
material.




Usage Record — Ssattoon C

Number of Intended Audience

Tell us how many students and/or staff members are intended
to use the material you networked, emailed, display  ed etc.

For example, if you placed a document onto the scho ol
Network/Intranet as reference material for your 20 students to
use in an assignment, you would enter “20” as the i ntended
number of students/staff, rather than the number of students
who actually go on to use the material.




Usage Record — Ssattoon C

DATA TRIGGERS

* |f you enter any amount that is unusual (i.e. more prints than
students in the school) the system will ask you to confirm if this
IS correct.




Usage Record- Ssattoon©

These descriptions pop-up when the
MORE INFO buttons are clicked




Usage Record — “@bsei”"medezradl

1st task

You have TWO tasks if the material
you used is not a website .

a—

Select if material

Is Text, Image, or

a combination of
both




Usage Record — “@bsel”"medezradl

2nd task

If you can, attach the item by browsing
(locate the file on your PC/laptop or
network and then attach it)

OR

Complete
these fields




Usage Record — “@bsel”"medezradl

Complete

ALL FOUR

fields if no
ISBN




Submitting your item entry

After you have
clicked “Submit”,
your item will pop

up here




Submitting your record

Fill iIn Section C

=)

REMEMBER: Printing does Then click “Finish”
not include photocopying.

Do not record the number
of photocopies of the
material.




Finalising your whole record

Click “OK” if you

have finished or

“CANCEL” if you
want to add more
items to this record

REMEMBER: Printing
does not include
photocopying. Do not
record the number of
photocopies of the
material.




Finished record

Your screen should now look like this. Click “OK”.

You can now logout if you have finished entering records, or
submit another usage record.




Checking/ Correcting records

If you want to check or correct one of your own records, or a User’s record,
click “Check/ Correct Usage Records” on the Sidebar Menu.

Then select the appropriate name from the dropdown menu.

Click “Search” and the records will appear.

! !




Checking/ Correcting records

Click the red cross icon to delete a whole record.
— don’t lose your good work!

Click the blue icon to amend a record. You will be taken back to the

original record screen, where you can make any changes
necessary to the record, then click “Finish” at the end (just like

finishing a normal record).




What happens if my Users don't
logon?




What happens if my Users don't
logon?

The School Audit Report shows
all staff who have and have not
logged in for the dates selected.

Remember, all staff are required
to login at least once per week.




What happens if my Users don't
logon?

If your Users forget to logon, as required, during
particular week follow one of these two steps:

. If they did have records to enter, they can logon to the
system and enter those late records as normal, during the
following week.

. If they had no records to enter, they must sign the faxback
“Nothing to Record Declaration” form, which you will then
fax to AMR Interactive by the following Monday.

Users should only use the “Nothing to record this week”
button on the EUS website for each specific week. This
button is date specific. They should not use this button for
forgotten logons for a previous week.




We appreciate your help

e By providing reliable records for this 4-week
period all other Australian schools are freed from
keeping any records at all.

« Remember, your school will not have to keep any
other EUS records or participate in the survey for
at least 8 years.




We're heres to Hedfp

Should you have any questions about setting up for the
survey, or any gueries during the survey period, contact
us by phone or email.

In addition, if you wish to speak with someone who has
been a School EUS Coordinator before, AMR may be able
to arrange it for you.

Your contact at AMR Interactive Is:

Jan Wallace — Project Manager
Ph: (02) 9020 6700
email: eus@amrinteractive.com.au
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