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How to Submit Alternative Format Requests in
ODA Online

Student requests may take 3-6+ weeks to process based on the requested
formatting and source material. ODA strongly encourages that requests are
received in advance of the start of the course/semester you are taking the class.

You may request alternate format texts at any time during the semester, however
you need to be aware of the above stated timelines for delivery. Requests for
retroactive content cannot be guaranteed fulfillment.

Alternate format texts obtained through ODA cannot be shared with other
students as this behavior is a violation of copyright law. These texts are provided
as necessary access due to a disability barrier for an ODA student.

1 Once you log in to your ODA Online portal, click "Alternative Formats" on the
left-hand menu.

Requesting an accessible required TEXTBOOK
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2 Click "REVIEW REQUESTS OR ADD BOOKS"

3 From the dropdown, select the class that the required text will be for.
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4 Complete the required information on the requested text.

PLEASE NOTE: Submission of inaccurate or incomplete information could delay the
fulfillment of the request.

5 Click "SUBMIT REQUEST"
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Requesting a required PDF from a Professor be remediated
into accessible text

6 Click "REVIEW REQUESTS OR ADD BOOKS"
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7 From the dropdown, select the class that the required text will be for.

8 Indicate the class and the title of the document you need remediated. If you have
additional information on the file (such as if it is a chapter from a specific book,
and you know the book information) please complete those fields as well. The
more information we have, the easier it is to find the text.
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9 Click "SUBMIT REQUEST"

10 An area will populate for you to upload your custom file that you need
remediated. Clearly label the document and indicate the date that you need the
file remediated by (due date).
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11 Click "UPLOAD FILE"

Uploading your Proof of Purchase

You are required to provide proof of purchase a copy of each textbook that you
are requesting in alternative format and be able to provide proof of
purchase/receipt (or rental) per copyright law. In compliance with current
copyright law, we are required to verify that the title has been lawfully obtained by
the student (purchase, rental, loan, gift, etc.) before any alternative format
materials can be released.

"Proof of purchase" is a general term that encompasses proof of rental from a
library or bookstore, as well as proof of an actual purchase.
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12 Click "Alternative Formats"

13 Click "UPLOAD RECEIPT"
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14 Select the file from your computer to upload.

15 Indicate the course the receipt is applicable to
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16 Click "UPLOAD RECEIPT"

17 Click "OVERVIEW"
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18 Click "REQUESTS"

19 Click "MY DASHBOARD"


