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Copyright Registration Process Part 1: File/Documents Preparation 

In this part I am going to go over my process for getting everything ready for the actual registration. There are 

many ways to accomplish this, but this is the simplest process I have found. Also, I’m working on a PC. If you 

are on a Mac, then you will have to modify these steps for your operating system. 

1. My registration process starts when I import my photos into LR (Lightroom). During import I have LR 

rename my images. I do this for two reasons. First, this ensures that every photo has a unique name 

and second to make the registration process simpler. I have LR rename the files to put the month and 

year of capture followed by the camera generated sequence number and then the initials of the client. 

Thus, the filename is changed from MV8A1007.CR3 to 12-19-1007-LS.CR3. It will hopefully become 

clear later the reasons I do this. 

2. Next, I use a Smart Collection within LR to “collect” the photos I want to register. I register every photo 

I deliver to clients. I personally use the Picked Flag to add the photos that I deliver into the collection. 

You could also use star ratings or color flags to accomplish this. Here is a screenshot of the settings I 

use for the smart collection: 

 

3. When I am ready to register my photos I then go to the smart collection, select all photos and then 

export them to a folder. I have a folder within my LR catalog titled “Copyright Registration”. Within 

that folder are sub-folders named with the date range of the photos to be registered. 
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4. My export settings for registration resizes the photos to 800 pixels on the long edge at 72ppi. 
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5. Now that the photos have been exported to their own folder it’s time to generate the documents for 

the registration. The first part is to get a list of filenames. To do this navigate to the folder where the 

photos are located. If you are on a Mac you can select all of the files and copy them. For us PC users it’s 

a bit more involved. In File Explorer highlight all the text in the address bar. 

 

Once all the text in the address bar is selected type in “CMD” in the address bar. This will bring up the 

command prompt screen. 
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Now type in “dir/B>.txt”. 

 

This creates a text file in the folder with the images. 

 

6. Next is to create a WordPad document with the file names. I believe that on a Mac you can open up 

WordPad and paste the file names into a new document. For PC users, right click on the file name, go 

to Open With and select WordPad. 
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Delete the “.txt” line from the list and any other open lines. Use the Replace tool to remove the “.jpg” 

file extension. In the replace dialog box for Find what: enter “.jpg” and leave the Replace with box 

empty. Then select Replace All. Now your document should look like this: 

 



 6 
 

If you look at the 3rd and 4th lines in my document above, you will see that those files have the same 

camera generated sequence number. How is this possible? The photos were created with two different 

camera bodies. Without adding the customers’ initials when renaming the photos during import into 

LR this would have resulted in registering two images with the same name. Which could have resulted 

in the Copyright Office not approving the registration or worse, a legal case being thrown out due an 

improper registration. Are you starting to understand why I rename my photos? 

7. Now we are going to fill out the Copyright Office’s template. While you can create your own title list, I 

highly recommend that you use the template provided by the USCO (a link to the template is at the 

end of this document). Open the template in Excel. Navigate back to the WordPad document, select all 

(CNTL-A) and copy (CNTL-C). Go back to Excel and paste the contents into column B. Scroll to the 

bottom of the spreadsheet and ensure that the last file name is on the same line as the number of 

photos for this registration indicated by column A. As you can see the filenames are automatically 

copied to column E. 

 

 

Next go back to the top of the spreadsheet and select column C and paste the filenames in this column. Column 

C should look identical to column B. Now it’s time to fill out column D, Month/Year of Publication. This is the 

next reason why I rename my photos during import to LR. Since I add month/year of creation of the photos 

when importing into LR it really makes it simple to fill in this column. In this instance there are photos from two 
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different months. I fill in the top row with “Nov-19”, copy this cell, select all of the cells below that the file name 

begins with “11-19” and paste. I repeat this for all the rows with the photos created in December. The last thing 

to do with this file, for now, is to fill out the very top row of the spreadsheet. The Copyright Office states “The 

file name for your list should include the case number assigned to this application and the name you plan to use 

to identify the entire group of photographs.” And this goes in row 1 of the spreadsheet. I use my name and the 

date range of the photos along with the case # for the file name and the name I plan to use to identify the entire 

group. For now, line 1 of the spreadsheet looks like this: 

 

We’ll have to leave the case # blank for now. We won’t have the case # until we start the registration process 

with the eCO (Electronic Copyright Office). 

8. This next step is optional since it isn’t required, creating a Word document. But when we get to the part of 

registering your photos, I think you will see how much this makes registration process simpler. What we want to 

do now is create the Word document. Start by going back to the WordPad document, selecting all and pasting 

into a new Word document. This is what it will look like: 
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At this point we are finished with the WordPad document and can close it without saving. We are going to use 

the Replace function in Word to format the document for our use. Select Replace, in the “Find what:” box enter 

“^p” and in the “Replace with:” box enter “, and a space”. 

 

 
 

Now your document should look similar to this: 
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During the registration process the Copyright Office recommends that we enter the individual photograph 

information within the group of photos. When providing this information, we must add them for the month that 

they are first published and are limited to 1,995 characters at a time. That is the reason why we are creating this 

document. It will assist us in this part of the registration process. What we want to do is to create a separate 

paragraph of filenames of no more than 1,995 characters. Starting at the beginning of the document start 

selecting text until you get to the last full file name before you exceed the 1,995 character limit. 
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As you can see, I stopped at 1992 characters. Also, take note of the # of words selected. In this case it’s 128. 

Press the right arrow key to deselect, press enter, enter 128 (the # of files) and press enter again. Also, delete 

the space at the beginning of the next paragraph. 

 

 
 

Continue to go through the document breaking it down into paragraphs of no more than 1,995 characters. Be 

careful that you do not include file names for more than one month in a single paragraph. As you can see in the 

following screen shot, I stopped far short of the 1,995-character limit. If I would have selected more, I would 

have ended up with file names for both November and December. 

 

 
 

Once you are done going through the document it should look like this: 
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Just to ensure that the numbers match up I add up the word count entered at the end of each paragraph. It 

should be the same as the number of photos being registered. The last thing you want to happen is for there to 

be a mistake and your registration being rejected. 

 

The last thing to do is to navigate back to the folder with the photos. Click on Share at the top and zip 

(compress) the folder. The reason for doing this is that each upload must not exceed 500 MB. 
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Now you should have everything ready for the actual registration. In Part 2 we will go through registering the 

photos with the eCO. 

 

 

FAQs 
How can I best protect my photos? 

A. IMO, there are two things you need to do. The first is to enter into a rights managed license agreement with 

your clients. This does not require that your client must sign the document. What I do when a new client 

contacts me is to send them my price list and license agreement. In the part of the document with the 

license agreement I have a paragraph that states: “By scheduling with us to photograph a listing of yours, 

along with your use of the products, signifies that you agree with these terms and they will remain in effect 

for all future listings.” Second is to register your images in a timely manner. 

 

How much does it cost to register my photos? 

A. Currently, you can register up to 750 photos per registration at a cost of $55. That equates to 7.3¢ per 

photo. Last year I registered 4,751 photos in 7 registrations. My average cost per photo last year was 8.1¢ 

per photo. 

Should I register my images in my name or my company’s business name? 
A. I suggest that you register your images in your name. One reason is it’s possible that sometime in the future 

you might dissolve your business or change the business name. 

How long does a copyright last? 
A. Copyright protection lasts for the life of the creator plus an additional 70 years. This is the other reason that 

I suggest that you register your images in your name. 
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Are my photos considered Published or Unpublished? 
A. If you are creating photos to be delivered to a client then they are considered Published since you are 

making them available to the public by sale or other transfer of ownership, or by rental, lease or lending. I 

use the date I deliver my photos to my clients as the first published date. 

How often should I register my photos? 
A. I suggest registering every two months. Sooner if you get to the 750-photo limit per registration. What you 

want to ensure is that you register your images within three months of the first publication date so that you 
are eligible for statutory damages and legal fees if there is an infringement before registration. 

 
Can I register my photos after I find an infringement? 
A. You can register your photos at any time. But, for published photos you are only fully protected for statutory 

damages and legal fees if you register within three months of first publication or before the infringement 
occurs. If you don’t register your photos within the three months of first publication or before the 
infringement is discovered, then you must prove actual damages and will not be eligible for statutory 
damages and legal fees. Statutory damages can be awarded as low as $200 for innocent infringements and 
as high as $150,000 for willful infringements per work. 

 
Can I sue for infringement if I haven’t registered my photos? 
A. No. Infringement cases can only be tried in Federal Court. In 2019 the SCOTUS made a ruling that you must 

have the Certificate of Registration in hand before you can sue for infringement. That ruling clarifies Para 
411 of the US Copyright Law and prevents lower federal courts from making their own interpretation. 
 

What are the rules for registering a group of published photos? 
A. All of the following are required: 

1. All photographs 
(a) Were created by the same author (AND) 
(b) Are owned by the same copyright claimant (AND) 
(c) Were published in the same calendar year (AND) 
 
2. The group contains 750 photographs or less (AND) 

 
3. A sequentially numbered list of photographs containing the title, file name and month of publication for 

each photograph included in the group must be uploaded along with other required application 
materials. 

 
How long does it take to receive the Certificate of Registration? 
A. It varies. I have received the certificate in as little as 3 weeks. Typically, I receive them between 4 to 6 weeks. 

 
What is the effective date of the registration? 
A. The date that you upload your files to the eCO. 
 
Here’s the link to USCOs template to use and some other valuable resources: 
https://www.copyright.gov/registration/photographs/index.html 


