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Many American Memory collections contain primary sources like high-resolution images, enhanced text, sound recordings, video and digital map. This section explains these formats used and how to access them.

The primary sources are grouped as the following:

· Prints and Photographs

· Documents (Text and Page Images, Manuscripts, Sheet Music)

· Sound Recordings

· Motion Pictures

· Maps

Prints and Photographs

Most prints and photographs in American Memory are displayed in GIF and JPEG formats and require no special viewers. Some images are also offered as TIFFs (higher- resolution images with larger file sizes that require additional software).  
To view prints and photographs:

1. Take your mouse cursor over the picture (thumbnail) and “normal” click. 

This will make the image larger.  Please note that sometimes, clicking on the thumbnail will take you to a web page rather than making it bigger or will have no effect. This is because of how the links have been set up with the thumbnail.

Documents (Text and Page Images)

In general, no special viewers are required to view text in American Memory. Most images of historical documents, as well as transcriptions of documents, are displayed though your web browser. 

To view documents (Text and Page Images): 

1. Take your mouse cursor over the thumbnail or link   E.g. {Page Image}; {View Page Images}; {Transcription} and “normal” click. 

Sound Recordings

Most sound recordings in American Memory are available in 3 different file formats. They are: RealAudio (.ra, .ram), MP3 (MPEG 2, Layer 3, .mp3) and WAV (Waveform, .wav) respectively.  You may want to know why the same audio file is in 3 different formats.  Please refer to the following table:

	Sound Recording Formats
	About the Format
	Players
	Use

	RealAudio 
(.ra, .ram)




	· Minimizes download time
- If you have trouble using RealAudio, download the most recent version of RealPlayer 

Need internet connection 
	Windows, Mac: RealPlayer
Free download from www.real.com
	Good for simply listening or searching

	MP3 
(MPEG 2, Layer 3, .mp3)




	- Offers high-quality sound

- Downloads faster than WAV files
	- Windows: Media Player

- Mac: QuickTime
Additional MP3 Players
	Good for downloading and saving or projecting in classroom

	WAV (WaveForm, .wav)




	- Higher-quality format

- Must download completely before playing

- Longer download time

- Windows operating systems contain WAV players

- Some browsers contain media players that play WAV files
	- Windows: Media Player

- Mac: QuickTime
	Good if high quality audio file is needed


To listen to audio files:

· Take your mouse cursor to the real audio file link and “normal” click. 

· Real player will start playing the audio file, provided real player software is installed in your computer. 

· You should hear the audio provided that speaker or headset is installed in your computer.  

If there is no real player installed or no link to real audio file, you can always click on the mp3 link (little blue button) and listen to the audio file. 

Motion Pictures

Video collection in American Memory are available in 3 different file formats. They are: RealMedia (.rm, .ram), MPEG (.mpg, .mpeg) and QuickTime (.mov) respectively.  You may want to know why the same video file is in 3 different formats.  
Please refer to the following table:

	Motion Picture Formats
	About the Format
	Players
	Use

	RealMedia 
(.rm, .ram)




	- A streaming file format

- Useful for computers with slower Internet connections
	Windows: Media Player
Windows, Mac: RealPlayer
	Good simply for viewing or searching

	MPEG 
(Motion Picture Experts Group, .mpg, .mpeg)




	- Highest-quality files are in the MPEG format 

- Average file size is about nine megabytes for each minute of motion picture
	Windows: Media Player
Mac: QuickTime
Additional MPEG players
	Good for downloading and saving or projecting in classroom (highly recommended)

	QuickTime 
(.mov)




	- QuickTime (Cinepak compression) 

- Offers smaller, downloadable files and allows films to be viewed on lower-end computers
	Windows, Mac: QuickTime
Windows: Media Player
	Can be used for downloading and saving or projecting in classroom, but not as clear as MPEG

 


Maps

Maps in American Memory are presented as GIF files and require no special viewers, unless you choose to download and view maps.
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Viewing  After you find any digitized maps from the collection of the American Memory website, you can change its view, change its zoom level and can even download it. Following are the steps to change view and zoom levels.

A) To  explore the map 

1. Select desired zoom level by zooming in

2. Select the window size (recommended 640 X 480 to make window size larger)

3. Click anywhere within the map to explore 

4. To view the original image, Click on “Full Image”.
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Maps and other large images in American Memory are presented as GIF or JPEG files and require no special viewers, unless you choose to download and view maps offline.
Download and View Maps Offline

	Map Format
	About the Format
	Viewer

	MrSID 
(.sid)
	- Wavelet compression technology

- Decompresses only that portion of the image requested by the user

- Compression ratio is approximately 22:1, depending on image content and color depth
	MrSID viewer
http://memory.loc.gov/ammem/help/download_sid.html

IrfanView with MrSID plug-in http://www.irfanview.com/

	JPEG2000
(.jp2)
	- Wavelet compression technology

- Tiling supports decompression of only that portion of the image requested by the user

- Compression ratio is approximately 20:1, depending on image content and color depth
	Windows:
ER Viewer 7.0
http://www.ermapper.com/

Kdu_show
http://www.kakadusoftware.com/

IrfanView with JPEG2000 plug-in
http://www.irfanview.com/

OS X:Preview supports baseline JP2 only; commercial software may be needed to view tiled JP2 files 


Print Maps

You may print the map in pieces and paste them together. (Printing over-lapping sections helps with piecing.)  Please note that maps in Mr. SID format or .jp2 format yields better printing. Or you may take the TIFF file to a local print shop, architecture firm, or any other organization that has access to large format printing equipment. 

You may also purchase .tiff files for any items on the Library of Congress Web site in the MrSid format ($20.00 per file, plus shipping) directly from the Library's Photoduplication Service. These are from the original scans prior to their MrSID compression. The Geography and Map Reading Room provides more information. 

Sources:

How to View, http://memory.loc.gov/ammem/help/view.html
Download Mr.SID Viewer, http://memory.loc.gov/ammem/help/download_sid.html
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Printing web pages and images

It is always a good idea to see the Learning Page’s Copyright Statement for information and Fair Use guidelines within the American Memory Web site, before printing. [ http://memory.loc.gov/learn/start/cpyrt/index.html ]
The easiest way to print web pages is to hit the print button on your web browser’s toolbar. 
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Saving

Saving web pages, pictures, audio files, video files, maps, documents etc to your disk makes them available to you at times when there is no internet connection. Especially for various purposes like presenting, printing, using in PowerPoint, Word documents and so on.

Creating a Folder

It is a best practice to create a folder or folders with distinct name/s to save web pages and other digital files. 


1. Click once on “Start”.
2. Click once on “My Computer”.
3. Double click the “Local Drive (C:),    * If you have a network drive (e.g Novell, ask technical staff at your school for the drive letter E.g. (F:) ; (S:) *. 

4. Click once on “File”.
5. Click once on “New”.
6. Click once on “Folder”.
7. You will then see “New Folder” highlighted. Simply type in a name that makes sense to you.  For this workshop, type in LOC.

DO NOT FORGET THAT YOUR FOLDER IS IN THE “Local Disk (C:)” and DO NOT FORGET THE NAME OF THE FOLDER.  Write this information down if you need to.

8. When you save an item, make sure the “Save in:” box says “Local Disk (C:)”. If it does not, click on the small black arrow and click on “Local Disk (C:)”.
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9. Double click in the folder you created.  (For the workshop, “LOC” should be the folder you click on).
10. Type in a new “File Name” at the bottom so you can easily identify each item that you are saving.
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11. Then click once on “Save”.
Saving Web pages

Listed below are different ways of saving web pages starting from less technical to most technical.

A. Less technical:

1. While you are on web page that you want to save, select File on the menu bar of your internet browser.

2. From the list that appears, select Save As.

3. Select the folder where you want to save, and click Save.

B.  More technical:   

Copying and pasting information from a web page to a word document 

1. Locate desired web page or bibliographic page.

2. Open Microsoft word. 

3. In the bottom menu bar, click the INTERNET icon for your chosen page. (This will bring your Internet page to the front of your screen – overlapping with the Word document you’ve just opened.)
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4. Take your mouse cursor to the place from where you want to copy the content of the internet page and click. 
5. Holding down the mouse button, go to the end of the content of the page and release the mouse button. If you have done this correctly, contents will be highlighted. 

6. In your browser on the top menu bar, click once on EDIT, then select COPY.

[image: image12.png]ongress - Microsoft Internet Explorer

3 The Librar;

Fle Edt View Favortes Took Help

Qo - ) (%] [B] @ O seach provries @rese € (2

address ] htpsfwaw loc.gov)




5. In the bottom menu bar, click once on the icon for your WORD document (refer to step 3). Now the word document will come to the front of your screen – overlapping with the Internet page.

6. In the top menu bar, click once on EDIT & then select PASTE. (The Internet page address/URL will now appear in your Word document.)

7. To SAVE, go to the FILE button in the top menu bar & select SAVE AS. Give a file name that you can remember and save it in a folder you created.


C.  “Linking and book marking” or “adding to favorites” in American Memory
A search in the American Memory collections yields web pages which are assembled “on the fly” in response to your particular request. The web address that appears on the address bar after searching is not a permanent one. So you cannot link and bookmark this address.

Listed below is a way of finding permanent web address (URL) after searching for a primary source and bookmarking a bibliographic page.

1. Find the URL:

a) Search for a primary source within the collections using your browser.

b) Click on View menu and select Page Source. 

c) A new window will open showing the HTML formatting tags for the page you received from your search. 

d) Scroll to the bottom of this new window.

You will see:

< ! - - The following URL will result in the display of this document - - >

and on the next line a long URL enclosed in <! - - and - - >

2. Copy the URL:

a) Highlight and copy the complete URL, including final parentheses 

(but not <! - - or - - >). 

b) Close the window displaying the HTML formatting tags. 

3. Check the URL: 

a) Paste the URL in your browser's Address/Location window, as you would any other URL.

b) To test the URL, press the Enter or Return key on your keyboard. If the browser brings up the correct item, you now have the permanent URL! 

4. Bookmark the page:

a) Simply go to the Bookmarks/Favorites menu on the web browser menubar, then select Add Bookmark/Add to Favorites. 

Saving Images

1. Place the computer's mouse over the image. The arrow will change to a hand. 

2. Click the right mouse button once (Mac users: push down and hold down the button of the mouse). 

3. A menu will appear. Select Save Picture As. 

4. A box will appear in which you indicate the name of the image and where you wish it to be saved. Save it in the folder you created.  Note: Web images often have non-intuitive file names (ex. 8406.jpg)—you may want to rename the image to something you will understand later (ex. goldrush.jpg). 
Saving Maps

1. Move your mouse cursor over the map and right click the mouse button once.  

2. Choose “Save image as” and normal click (left click) your mouse button.

3. Choose a folder or a drive to save your image so that you can access it easily when you need it. 


Saving Audio and Video

1. Place the computer's mouse over the link to the sound or video file. The arrow will change to a hand. 

2. Click the right mouse button (Mac users: push down and hold down the button of the mouse). 

3. A menu will appear. Select Save Target As. 

4. A box will appear in which you indicate the name of the sound or video file and where you wish it to be saved. 

For classroom presentations, it is recommended that you save MP3 audio format and MPEG video format
Accessing Saved Files

There are different ways to access saved files and folders from your computer. The simplest and fastest way is 

1. Find   “My computer” or “My Documents” icon in your desktop. 

2. Double click your mouse button.

3. Locate the folder where you saved the files.

4. Highlight the folder and double click your mouse button.

5. You should be able to see your files. Double clicking the file should automatically open the file provided necessary software is pre-installed.

If you cannot find “My Computer” icon on your desktop, click “Start” at the task bar and locate “My Computer”.

Sources:

Link and Bookmark, http://memory.loc.gov/learn/start/tech/link.html
Print and Save, http://memory.loc.gov/learn/start/tech/printsav.html
How do I use the Restriction Statements that accompany the American Memory collections?
The Library of Congress assesses materials for legal considerations prior to placing items online (see legal assessment). The Restriction Statement that accompanies each American Memory collection provides known information regarding ownership of materials in the collection. If known, we include contacts for permission. In some cases the Restriction Statement will indicate that material in a particular collection may be used freely; in other cases the Restriction Statement may only be a starting point for your inquiry.

What is copyright?
Copyright refers to the author's (creators of all sorts such as writers, photographers, artists, film producers, composers, and programmers) exclusive right to reproduce, prepare derivative works, distribute copies, and publicly perform and display their works. These rights may be transferred or assigned in whole or in part in writing by the author. Unless otherwise agreed in writing, work created by an employee is usually owned by the employer. The U.S. Copyright Act gets its authority from Article 1, Section 8, cl. 8 of the U.S. Constitution.

If there is no copyright notice, does that mean there is no copyright?
The absence of a copyright notice does not mean that there is no copyright. Copyright protection exists automatically from the moment of creation in a tangible fixed form, which is generally considered to include electronic form. A notice is not required to protect copyright.

When can I assume that there is no copyright protection for a work?
Work created by employees of the federal government as a part of their job is in the public domain, i.e., not protected by copyright. This is why you may use American Life Histories: Manuscripts from the Federal Writers' Project, 1936-1940, materials in American Memory without being concerned with infringing on someone's copyright (other legal concerns may be raised in the Restriction Statements). Remember to credit your sources, even for government materials.

Does copyright give the owner an absolute monopoly?
Although copyright is an exclusive right - a sort of restricted monopoly - it is limited in various respects. Authors control only rights specified under the copyright law and may not control other uses. Copyright is also limited by duration and, under American law, by fair use. As to duration, copyrights do eventually expire. Where possible, the Restriction Statement accompanying each collection notes that copyright protection has expired.

In general, copyrights last for the life of the author, plus 70 years. In some works, however, the rules for calculating duration are complex. You should explore some of the U.S. Copyright Office's suggested Internet sites to learn more about calculating duration of copyright in general. As to Fair Use, see the following section.

Where can I go for more information on copyright?
Start with the U.S. Copyright Office in the Library of Congress. They maintain a list of Copyright Information Circulars and Form Letters. Scroll to find "Circular 21-Reprodutions of Copyrighted Works by Educators and Librarians." In addition, the U.S. Copyright Office maintains a list of Internet Resources.



Fair Use
What is "fair use"? 
Fair use is an exception to the exclusive protection of copyright under American law. It permits certain limited uses without permission from the author or owner. Depending on the circumstances, copying may be considered "fair" for the purpose of criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship or research.

To determine whether a specific use under one of these categories is "fair," courts are required to consider the following factors: 

1. the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes; 

2. the nature of the copyrighted work; 

3. the amount and substantiality of the portion used in relation to the copyrighted work as a whole (is it long or short in length, that is, are you copying the entire work, as you might with an image, or just part as you might with a long novel); and 

4. the effect of the use upon the potential market for or value of the copyrighted work. 

Keep in mind that even in an educational setting, it is not fair use to copy for a "commercial motive" or to copy "systematically," that is, "where the aim is to substitute for subscription or purchase." No factor by itself will determine whether a particular use is "fair." All four factors must be weighed together in light of the circumstances. See the U.S. Copyright Office's Copyright Information Circulars and Form Letters for "Circular 21-Reproductions of Copyrighted Works by Educators and Librarians."
For classroom use, how does "fair use" apply?
The Internet magnifies the possibility for making an infinite number of perfect copies, which changes what it means to be "fair." Be careful when using material from the Internet; keep in mind the four factors of the fair use test, or get permission from the owner. The National Digital Library Program goes to great effort to identify possible copyright owners for items in American Memory, though we are often unable to ascertain possible rights holders because of the age of the materials. When known to us, we will provide that information in the Restriction Statements accompanying the collections.

Top of Page 



Classroom Examples
Can you describe a few examples based on questions from teachers who use the Learning Page?
Sure...here are a few. The general concepts discussed here apply to student and teacher uses.

· Is there a difference in fair use guidelines for public, non-profit, or private schools? 

What's fair use in a public school is probably fair use in a non-profit private school. However, the more commercial a particular use is, the less likely it is to be fair, even if it is educational. Thus, if a commercial motive is present, say, for a private, commercial test-preparation service, then copying is less likely to be fair despite the underlying educational purpose.
· A teacher selects a set of 15 photos or other materials from the American Life Histories: Manuscripts from the Federal Writers' Project, 1936-1940, and makes 5 printed copies of this set for small groups to use in a lesson. Is there a limit on the number of items in a set, or the number of copies that can be made for the lesson? 

American Life Histories: Manuscripts from the Federal Writers' Project, 1936-1940, was a government-sponsored project. It is generally considered to be in the public domain as work by government employees. This is also the case for material from the Color Photographs from the Farm Security Administration and the Office of War Information, 1938-1944. This means that there is no copyright protection or restriction, thus you may copy and freely distribute any number of these items.
Because there may be publicity or privacy rights in such material, however, you need to make an independent assessment of possible legal rights with the assistance of the Restriction Statement in the collection. In this case there is no limit on the number of permissible items in a "set" or the number of permissible copies. Remember, this answer is specific to the American Life Histories: Manuscripts from the Federal Writers' Project, 1936-1940, and Color Photographs from the Farm Security Administration and the Office of War Information, 1938-1944. If you think the materials might be protected by copyright, see the Restriction Statement in each American Memory collection.

· This lesson will be used in other sections of the same class in the same semester. This is still a one-time use with different students. Is this fair? 

As long as the material to be copied is in the public domain, you can copy for one class or many and for one or more semesters. If you wish to use material that is NOT in the public domain, and for which copyright protection exists, then your copying is more likely to be considered fair if it is spontaneous ("Gee, I saw this last night at home on my computer and it would be great for tomorrow's class!"). The more sections and the more semesters you plan to copy particular materials for, the less likely your use is to be considered fair. If you want to use copyrighted material repeatedly, you should obtain permission from the copyright owner.
· The lesson will be used by different teachers teaching the same class. Fair? 

Again, the more copying that occurs, the less likely the use is to be fair. The less spontaneous the copying is, the less fair. If you are making digital copies or copies that will be available online, it will be less likely to be fair than if you made paper copies, given the potential impact on the copyright owner's market.
· This lesson will be used year after year by the same teacher at the same point in the plan of studies for the course. 

Lesson planning indicates a systematic planning that is not terribly spontaneous and thus less likely to be fair. If you plan to use the same items year in, year out, think seriously about seeking permission. Document your efforts. You need to make an independent assessment - the Library of Congress makes the American Memory digitized historical collections available for the limited purposes noted in the Restriction Statements. We cannot and do not "warrant" that subsequent uses are fair. Incidentally, copyright owners may be willing to give permission for your use without charge. Once you find an owner, let them know what your specific intention is (who will use it, for what, where, when, how, why - the basics). Always credit sources.
· This lesson will be copied for each student in the section of the class. 

If the material is in the public domain, copy the materials for each student in the class with no worries. If the work is copyrighted, it is probably fair if you make paper copies for each student in a section of a single class for a single semester. For more on electronic copies, see the next few situations.
· A teacher prepares a lesson for a World Wide Web presentation using photographs and documents from the Library of Congress (not linking to them in American Memory). 

Because the teacher is placing material on a site where anyone can copy or download the material, the use is less likely to be fair than if the teacher prepares the same lesson for a local area network, or on a stand-alone machine. If material is protected by copyright, it would be wise to get permission for the World Wide Web presentation. Always keep in mind all four of the fair use factors in the Fair Use section of this page.
· Students in a project-based curriculum prepare presentations with multiple examples of their topic. How many is too many? How much of a text is too much? 

As you know from the above examples, the medium in which the student presents the examples contributes to the fairness of the use. If the examples are placed on a local network for a short period or printed only for class members, it may be fair, depending on a balancing of all Fair Use factors. It is probably not fair to display the same material on a World Wide Web site.
The question of how much is too much is also hard to define. A page or two of a two hundred page novel may be acceptable, though if you copy a particularly significant portion, such as the two pages that make the book marketable (the end of a mystery, for example), you may diminish the market value - which would weigh heavily against one of the fair use factors). A mere two lines from a short poem might also be unfair for the same reason.

· A student prepares a multimedia presentation using American Memory resources. How does a student credit sources? Is permission to reproduce materials needed? 

Everyone who uses materials from American Memory should credit the American Memory collections of the Library of Congress. See Citing Electronic Sources for suggestions. Further, users should credit particular items and collections which are described in Restriction Statements within the collections. The Library of Congress does not grant or withhold permission to use the materials that are made available online. You must contact the owner for any uses that exceed the limits of fair use. Proper credit is always an indication of good research.
· May I link to American Memory? Do I need permission? 

If you wish to link to our site, you may do so even without permission as long as your link makes it clear that there is a transition to another site, and that you do not present the link in a way that implies that the Library of Congress or the National Digital Library Program is endorsing a particular product, service, or organization. However, the Library of Congress does like to hear how its site is being used, so please send an email message to the National Digital Library Program mailbox as a courtesy. 


Copyright Guidelines

Many copyright guides are available on the Web.  Several authoritative sites are linked above.

Other sites include:

Copyright with Cyberbee by Linda Joseph
http://www.cyberbee.com/copyrt.html
The site offers an overview of basic copyright information for teachers and students and includes a lesson plan, an interactive activity for students and links to additional sites.

Copyright and FairUse Guidelines for Teachers by Hall Davidson
http://www.halldavidson.net/copyright_chart.pdf
These concise guidelines are offered in an easily downloaded PDF chart.

Copyright and Fair Use in the Classroom, on the Internet, and the World Wide Web – from the University of Maryland
http://www.umuc.edu/library/copy.shtml
The site offers an excellent set of guidelines for all media types and includes practical information about seeking permissions for using the published work of others.

Permission Request Template by David Warlick, Landmark Schools Project
http://www.landmark-project.com/permission1.php
The site provides online tools for both teachers and students to generate e-mail requests to cite other’s work. 

Resource:

Library of Congress, http://memory.loc.gov/learn/start/cpyrt/index.html 
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