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Introduction

This document and the respective tools have been developed to guide publications volunteers
and staff who use the IEEE eCF Management Toolkit (eCF MT) and to . It will explain the
functions of the tool and how to best use the tool to invite authors to complete their publication
agreements (eCF Invitation Generator), check reports to see whether agreements have been
completed (Search Copyright), and upload PDFs of specific agreements (PDF Upload).

e |EEE eCF Management Toolkit (eCF MT) (formerly, the eCF Administrative Tool for
Volunteers)

eCF Invitation Generator (formerly, eCF Upload Tool)

Search Copyright (formerly, eCF Report Tool)

PDF Upload (formerly, Paper Upload Tool)

eCF Author Wizard (define, explain)

1. Getting Started

e Users must have an |IEEE Account and be approved by an eCF MT Admin (IPR Office)
in order to login.

If you need an IEEE Account, click here.

If you need to apply for the eCF MT, click here.

Each publication must be registered here.

Once you receive email confirmation that your form has been processed, you can sign in
to begin.



https://www.ieee.org/about/help/my-account/web-account.html
https://www.ieee.org/about/help/my-account/web-account.html
https://www.ieee.org/publications/rights/report-tool-registration.html
https://www.ieee.org/publications/rights/report-tool-registration.html
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who are responsible for collecting and monitoring IEEE Copyright Forms @

from authors for their publications.

. . . Sign up to use the tools Here
For technical assistance or to search our knowledge base, please visit our . i
Sign up for an IEEE Account Email Address Here

©2021 IEEE. All rights reserved.

2. Searching Copyright Forms (formerly, eCF Report Tool)

e Once logged in, the user will land on the Copyright Form Search page
Note: waiting for landing page instructions to be developed

e The purpose of the search page is to search the database for eCF Records, both
completed (signed) and pending (unsigned)

e To view a report for an entire publication, choose the title of the publication from
the drop down list and click search.

e To search for a specific paper, choose the title of the publication from the drop
down list and enter the full or part of the title in the paper title field.

e The search function defaults to show all forms, whether they are pending (awaiting
completion) or completed. The results can be filtered using the radial buttons on the
right.

e The date range will automatically be set to view forms completed in the last 365
days. If you need to search for an older record, you may adjust the date range.



0 EE E Electronic Copyright Form  Search Copyright eCF Invitation Generator PDF Upload Welcome d.masters+ri@ieee.oi

Copyright Form Search

Required fields * Date Range Copyright Transfer Status
) 0
Sl 07/06/2021 ]
Completed
* Pending
AND 07/06/2022 0

Search Exact Title

Include zoom in shot of drop down bar when available.

3. Copyright Form Search Results

¢ I E E E Electronic Copyright Form Search Publication €CF Invitation User Welcome

Copyright Setup Generator Management d.masters@ieee.org
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Search Results

Showing 1 - 50 of 690
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4 5 .. 14 >> last Export to Excel

Authors: Jurj, Sorin Liviu; Rotar, Raul; Opritoiu, Flavius; Vladutiu, Mircea,

Article Title: Increasing the Solar Reliability Factor of a Dual-Axis Solar Tracker using a Configurable Online Built-In Self-Test Architecture,

Publication Title: IEEE IAS Publications,

Signature: Raul Rotar,  Signature Date: 20-09-2021, Author Email: raulrotar@student.uptro,  Article Identifier: 2021-IACC-0338.R2, Source: sch,
OPT OUT A/V Recordings: X, Payment Status: N/A,

Original Copyright (& update copyright

Authors: Leon, Vasileios; Stamoulias, loannis; Lentaris, George; Soudris, Dimitrios; Gonzalez-Arjona, David; Domingo, Ruben; Merodio Codinachs, David; Conway,
Isabelle,

Article Title: Development and Testing on the European Space-Grade BRAVE FPGAs: Evaluation of NG-Large Using High-Performance DSP Benchmarks,
Publication Title: IEEE Access,

Signature: Vasileios Leon,  Signature Date: 20-09-2021, Author Email: vleon@microlab.ntua.gr,  Article Identifier: Access-2021-28777, Source: sch,
OPT OUT A/V Recordings: X, Payment Status: N/A,

Original Copyright (¢ update copyright

Authors: Guo, Jianmin; Zhang, Quan; Zhao, Yue; Shi, Heyuan; Jiang, Yu; Sun, Jiaguang,

Article Title: RNN-Test: Towards Adversarial Testing for Recurrent Neural Network Systems,

Dol T T : c

e After clicking the search button on the Copyright Form Search page, the user will land on
the Copyright Form Search Results page.

e The purpose of this page is to show the user entries that match the search criteria
determined on the previous page.



e Clicking the underlined “Original Copyright” text in each completed entry will download a
copy of the form as initially signed by the author.
To download a report from the results in Excel format, click “Export to Excel”
Clicking “Back to top” will return the user back to the top of the “Copyright Form Search”

page.

4. eCF Invitation Generator

Search eCF Invitation PDF Welcome

@IEEE Electronic Copyright Form N
4 Copyright Generator Upload d.masters+r1@ieee.org

eCF Invitation Generator

The IEEE Electronic Copyright Form Invitation Generator provides 1. To begin, download the eCF Upload Spre Slat
publication volunteers and staff with a simple way of inviting authors
to complete their IEEE Electronic Copyright Forms. 2. Next, prepare the spreadsheet template by inputting author names,

i paper titles and corresponding author email address,
Before using the tool, please make sure that you have rec

publication. Follow the directions on the right in order to easily issue 3. Once the spreadsheet is complete, choose the corresponding
copyright from invitations to the authors submitting to your
publication.

publication from the dropdown list below, select "Choose File" and

upload the prepared file,

Please Note: The systemn may take up to to four hours to send eCF

Invitations.

Choose File Nao file chosen

e Clicking the “eCF Invitation Generator” tab at the top of the static menu will open the
eCF Invitation Generator page.

e This page allows the user to engage the eCF Invitation Generator to invite specified
authors to access the eCF author wizard to complete their publishing agreements.

e To upload a spreadsheet and initiate eCF Invitations, begin by selecting the appropriate
Publication Title from the drop down list.

e Click “Choose File” and select the excel spreadsheet containing the author/paper
information and click the “Upload” button.

e Invitations will be processed and sent within four hours.



5. PDF Copyright Upload

@IEE E Electronic Copyright Form  Search Copyright eCF Invitation Generator PDF Upload Welcome d.masters+ri@ieee.org ® v

PDF Copyright Upload

The PDF Copyright Upload Tool allows for Required field *

situations and scenarios where the standard |EEE
Electronic Copyright Form cannot be completed.

These forms are usually instances of specific
agreements that have been previously accepted by
IEEE.

If the Article ID is not specified, a random one will
be generated.

Please contact us at ecopyright@ieee.org regarding
the status or acceptance of an |EEE agreement.

Standard IEEE Copyright Transfer hd

Choose File*  N...

e Clicking the “PDF Copyright Upload” tab at the top of the static menu will open the
eCF Invitation Generator page.
e This page allows the user to upload a PDF of a publishing agreement in order to suffice
as an eCF in the database.
o NOTE: This should be used only in unique scenarios where the Electronic
Copyright Form will not suffice.
o DO NOT collect and upload PDFs in instances where eCF can be collected.
The fields marked with the red asterisk are required.
The Article IDs must be unique within the selected publication.
Select “Copyright Type” that best represents the uploaded form.
Choose File to upload
Click “Upload Paper Copyright”



