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Step 1 Log onto website 

Step 2 Register as a User 

Step 3 Enter User ID and password 

Step 4 Search for an Artist 

Step 5 Select or Add the Artist 

Step 6 Select or add the Artist’s work 

Step 7 Add selection to Quote Basket 

Step 8 Remove a work from the Quote Basket 

Step 9 Obtain a quote “Quote My Basket” 

Step 10 Make a payment of approved license. 

 
STEP 1.  Log onto www.viscopy.com  

 

 
 

Click on the   button. You can now register as a user  or log 
on as a user – see step 2 and 3. 



 
 
 
 

STEP 2. Become a registered user. If you are already registered go to step 3 

 
Click on the become a registered user 
 
The following screen will display 
 

 
 
Complete the registration details, ensuring you have read and ticked the 
Terms and conditions of use. 

Once completed select the  button. You will be 
prompted to enter a password. 
 

 
 



Enter your password and then select the  button 
 
 
 
 
You will be notified by email when your registration is approved. 

 
STEP 3.  Enter your user id and password 

 

 
 
 
Once you enter your username and password select the button 
The following screen will display 
 
 

 
 
 



 
 
 
 

STEP 4.  
 

SEARCH FOR THE ARTIST by typing in the first 3 letters of Artists’ surname. 
A drop down list will appear 
 

 
Select the Artist from the drop down list. IF the name does not appear on the 
drop down list, type in the first three letters of the Artists SURNAME only  

then select the  button, this will result in a list of artists for your 
selection. 
 

Step 5.  SELECT THE ARTIST from the SEARCH RESULT    
 
 
Click  on the name display on the search results  
 

 
A  list of the Artist’s work that has been previously licensed will be displayed  



 
STEP 6. 
 

SELECT THE ARTISTS WORK 

If the required image is listed, click on the basket   next to the image …… 
IF THE REQUIRED IMAGE IS NOT LISTED, enter the details in the Other Title 
field at the bottom of the page and select the ADD button.  

 
 
The details of the image selected will display 



 
 
 

STEP 7.. ADD SELECTION TO QUOTE BASKET. 
NOW select  the appropriate   PURCHASE TYPE  

–  
 
 

Then select   The following screen will display 

 
 
Next select the   to view the items in your basket. It will 
display  the following screen 
 



 
Multiple works may be added to  the one basket if they are all appearing in the 
same project or publication.  The Quote Basket’s contents should contain 
only works you wish to license for a particular project. If there are works you 
do not require, remove them – REFER to step 8 for how to remove from Basket 

STEP 8 REMOVE  WORK FROM QUOTE BASKET 
To remove ALL works from your basket, select   it will 
ask you the following question   
 

 
 
Select YES, empty my basket.  
The following message will display 
 

 
 
To remove one work only from your quote basket select   



 
 
 
It will ask you the following question. 

  
 
Select YES to remove the image from your basket. The following screen will 
display. 

  
If the screen still contains works you just removed, select the F5 button at 
the top of your keyboard. 

STEP 9 TO OBTAIN A QUOTE select   button.  



  
You must complete all details before submitting the quote request. In order 
to give an accurate quote, please supply unique or additional details and a 
brief description of the project in the “EXTRA INFORMATION” box 
 
 
 

Once the details are complete select  
 
 
 
 
 
The following screen will display, 

 
Complete all details , i.e. the size of the reproduction, if the image is to be 
cropped, altered or overprinted. Select   
You will now have a request number for your quote, and will be notified once 



your request has been processed.  
 
 

 
 
 
 

STEP 10 MAKE A PAYMENT FOR AN APPROVED LICENSE. 
The following is an example of the email you will receive regarding your 
request for a quote. 
VISCOPY thank you for your application for copyright permission.  
> VISCOPY has now quoted your request. 
> 
> 1. View the quote please login with your user name and password to our  
> website http://viscopy.me.com.au and then click the "My 
> Requests" button in the top menu. 
> 2. Complete the transaction online by credit card. 
> 3. Once you have paid online for the license the mandatory   
> copyright byline will appear. 
> This mandatory copyright byline needs to be located next to the   
> work being reproduced 
> - charges apply for failure to do this. 
> 4. Please print the webpage out as your tax invoice/license hard copy. 
> It will also be retained automatically in "My Requests". 
> Please return to our Image Gallery as the number of members' images   
> available for reproduction and 
> electronic download increases on a monthly basis. 
> 
> Regards, 
> The team at VISCOPY Image Gallery 
 



Once you receive this approval log onto the Viscopy website again (refer to 
step 1 and 3)  

 
 

Once you are logged on select   located on the menu bar at top of 
the screen 
 
It will display details of your approved requests. 

 
 
To pay for the license select on the VIEW DETAILS next to the license that is 
listed as NOT PAID. It will display the details of the invoice. 
 

 

Please select  and read  the  Terms and Conditions   



 
 
If you accept and understand the Terms and conditions  Tick the box 

  
 
 
then select  
 
 
Enter your credit card details. 

 



 
Select  to process the payment. Once processed you will 

be able to print the invoice. Select the button. 

. 
 

  


