WNC DISABILITY SUPPORT SERVICES — ALTERNATIVE
TEXT REQUEST

From the DSS Homepage, select Alternative Textbook Request and use your
WNC Anywhere credentials to login to your MyDSS account. Students, enter a
"w" followed by your NSHE student ID number. Faculty and staff enter first.last
name.
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Once you login, you will see your student Dashboard with IMPORTANT
MESSAGE(S). To the left of IMPORTANT MESSAGE(S), under the My
Accommodations section, select the Alternative Formats option.

Welcome Ashley Crew! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

Western Nevada College

Homa » My Dachboard » Overview

Login as User Feature OVERVIEW
| Back to My Profile ‘
— ‘ A IMPORTANT MESSAGE(S)
_ Please read the following message(s) regarding your account:
> My Deshboard « YourTo Do List:
> My profie 1. BIOL 113.4001 - Life In The Oceans
> Additional Accommodation » Alternative Testing: Your instructor has not submitted the Alternative Testing Agreement for this dass. Please inform your
Request Form instructor to complete the Altemative Tasting Agreament through Instructor Portal
> My Mailbox (Sent E-Mails) » Alternative Formats: You have not selected book for this dass. If you do not require any book to be processed, please let us
know.
¥ My Accommodations 2. CIT 263.4002 - Introduction To It Project Management
A s Alternative Testing: Your instructor has not submitted the Alkternative Testing Agraement for this dass. Please inform your
My Eligibility instructor to complete the Altemative Testing Agrezment through Instructor Portal.
List Accommedations » Alternative Formats: You have not selected book for this dass. If you do not require any book to be processed, pleass let us
know.

Alternative Formats 3. MATH 120.0E1 - Fundamentals Of College Mathematics

My E-Form Agreements = Alternztive Testing: Your instructor has not submitted the Alternative Testing Agreement for this dass. Please inform your
instructor to complete the Altemative Testing Agrezment through Instructor Portal.

|

>
>
> Altenative Testing
>
>

| = Alternztive Formats: You have not selected book for this dass. If you do not require any book to be processed, please let us
r. Any questicns or concems? Kknow.
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Figure 2 Alternative Formats Link
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Under the Alternative Formats Preference section, use the dropdown menu to

select which alternative text format you would prefer, then click the Update
Alternative Formats button.

If you see a list of your textbooks under the Request Alternative Formats for
(specified semester) section, you can click on the Select link, located to the right of
your listed book information. Your request will automatically be submitted for that
selection. You will need to click the Select link for each book you would like to
submit a request for.

Note: If you do not see a list of your textbooks under the Request Alternative
Formats for (specified semester) section, please scroll down for further instruction.

Weicome! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

estern Nevada College
ey |

Home » My Dashboard » Alternative Formats

| Back to My Profile

Previous Term Term: Spring 2023 Nexi Term

v
et rormats reteence |

> My Dashboard
> My Profile

Note: Changing alternztive formzts preference would not affect current books that are currently being processed. If you nead to make any changes with the current request,
please contact our office as soon as possible,

> Addtional Accommodation a
ﬂeq\}‘e‘j Form Current Preference:  Not Specified

B — —

> My Eligibility
> List Accommodations No Book is Being Processed for Spring 2023

> Alernatve Formats — Request Alternative Formats for Spring 2023 [

> Alternative Testing

> My E-Form Agreements Steps to get your books in Alternative Formats

o Plezse chack your Alternative Formats Preference. If vou have any questions regarding the formats, please contact our office.

Any questions or concems? N N . _ X X ) fice § X
Use the fallowing contact « Select your book. If you book is not isted or you have additionzl readings, please contact cur office for assistance.

e S8) CRS SEC Book Title
N oy BE 4087 BIOL 13 4001 Marine Bioogy (Looselezf) (ISBN: 9761260162578) CASTRO Select
Send Emai

BIOL 113 4001 Marine Biology (ISBN: 5781250880032) CASTRO Select

Figure 3 Alternative Formats Preference Selection & Request Selection Link
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After successfully submitting your text request, you will see a green check mark at
the top of the page, indicating confirmation of the system successfully processing
your request. Below that notification, you will also be shown a list of books that
are currently being processed for the semester.

Vidrome HyProfilc My Mailbox (Scnt E-Mails) My Accommodations  Sign Out

‘ Back to My Profile
5 @ SYSTEM UPDATE IS SUCCESSFUL

The system has successfully processed your request.
> My Dashboard

> My profle I
Previous. Term Term: Spring 2023 Next.Term

> Additional Accommodation

Request Form |
> My Mailbox (Sent E-Mails) Alternative Formats Pref; e |
¥ Note: Changing sltemative formats preferance would not affect current books that are currently being processed. If you need te make any changes with the current reguest,
¥ My Accommodations please contact our office s soon as possble.
> My Eligibilty Current: Preference:  Not Specified
> List Accommodations

5 : Update Preference: | Select One v

> Altemztive Tesung
> Altemztive Formats | Update Al ive Formats Prefe )

> My E-Form Agreements

LISTBOCKS CURRENTLY BEING PROCESSED FOR SPRING 2023

Any questions or concerns? Note: If you do not need a book from a3 particular class or you would ke to 3dd additional books or select different format, please notfy our office as soon as possible,
information:
Primary Advisor

Use the following contact
sec Book Tt ey status
Neme: Susan Trist

" % = Marine Biology (Looseleaf) (ISBN:
?I’;QCE"{:‘]S) 846 - 4897 BIOL 113 4001 §781260162578) No

Figure 4 System Update Successful Page
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After you receive confirmation of your request, scroll down to the Upload Book
Receipt section, and provide proof of purchase by uploading a file. Examples of
files that may be uploaded include PDF, PNG, and MS Word, as well as other
formats. After you upload proof of purchase, use the appropriate check box to
select the course(s) the receipt is for. You will also have the option to add a typed
note. Once you have uploaded proof of purchase and select the course(s) the
receipt is for, click the Upload Receipt button.

My Mailbox (Sent E-Mails) My Accommodations  Sign Out

UPLOAD BEOOK RECEIPT
UPLOADED RECEIPTS - SPRING 2023

Important Note: Limit 10 recaspts per term or semester. Read Flle
Upload Instruction

File Information

Term: Spring 2023 No Receipt Found

Select File: I\ Choose File | No file chosen |

Select Course(s) the receipt is for ’—

[C] BIOL 113.4001 - Life in the Cceans

(] CTT 263.4002 - Inkroduction to TT Project
Managemant

|| MATH 120.0€1 - Fundamentaks of College
Mathematics

[T] MGT 323.4001 - Orgnztional Bhvr & Interpersonal
Ehwr

[ MUS 121.0E1 - Music Appreciation

Note:
) (e

Figure 5 Upload Book Receipt Page

Book requests can take up to six weeks to be filled. It is advised that you submit
your request(s) as soon as your booklist is available.

If you have any questions or need assistance please contact the WNC Disability
Support Services Office at 775-445-3281.



WNC DISABILITY SUPPORT SERVICES — ALTERNATIVE
TEXT REQUEST

Instructions if you do not see a list of your textbooks under the Request
Alternative Formats for (specified semester) section:

Under the Alternative Formats Preference section, use the dropdown menu to
select which alternative text format you would prefer, then click the Update
Alternative Formats button.

Scroll down to the Reading Materials section, and enter your textbook information.
Please be sure to input as much textbook information as possible to avoid delays in
processing.

wilcome My Profile My Matlbox (Sent E-Mails) My Accommodations Sign Out

ADDITIONAL BOOK OR READING MATERIALS FOR SPRING 2023

- Reading Materists

Select Class *: | Select One v

Reading Matenal Tide *:

158N

If this information is avzilzble, please enter without dashes and it has to be 10-digit or
13-digit [SBN.

Publsher:

Author:

Ediion:

Note:

wal on how to modify
eline.

Note: HTML entry is permitted. P/

| submit Request

Figure 6 Additional Book or Reading Materials Information Page
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After successfully submitting your text request, you will see a green check mark at
the top of the page, indicating confirmation of the system successfully processing
your request.

You will also have the option to upload a file if you need a specific document
converted to an alternative format.

Welcome My Profile My Mailbox (Scat E-Mails) My Accommodations Sign Out
My Dashboard

Home » My Dashboard » Alternative Formats

Back to M fi >
SYSTEM UPDATE IS SUCCESSFUL
The system has successfully processad your request.

> My Dashboard

> My Profile UPLOAD DOCUMENT TO CUSTOM REQUEST
> Change My Login Information
> Additional Accommodation UPLOAD INSTRUCTION
Regquest Form
= /\ » Ifyou are scanning your document, scan at 150 - 300 dpi for resoktion
> My Mailbox (Sent E-Mails) h 2 4 A "
\ * Upload one filz st 2 time and the maximum allowable file sze = 20 MB per uglozad.
-

« View: Acceptable File Types.
> My Eligibility
File Information
> List Accommod®

¥ Alternative Testing Baok Title:  AIM For Beginners

> Alternative Formats
Document Title = |

> Notetaking Services

3 Deaf and Hard of Hearing Select File: | [Choosa Fila | no file chosen
> My E-Form Agreements
Due Date * 3
i Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).
Number of equipment
| I currently checked out under Piotes:

your profile: 1

ANY CUESIONS Of Concams?
Use the following contact = - =
S Upload Document (Additional Reading Material) |

Ohanar (778) 44K _ 2307

Figure 7 System Update is Successful Page
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Instructions for downloading your processed alternative text files:

Once your alternative text file is processed, you will receive an electronic email
confirmation. To access your alternative text, use your WNC Anywhere
credentials to login to your MyDSS account. Once you login, you will see your
student Dashboard with IMPORTANT MESSAGE(S), including a message indicating
that your alternative format is ready for download. To the left of IMPORTANT
MESSAGE(S), under the My Accommodations section, select the Alternative
Formats option.

Welcome My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

Western Nevada College

Home > My Dashboard » Overview

Back to My Profile
’ | A IMPORTANT MESSAGE(S)

_ Please read the folowing message(s) regarde
.

» My Dashboard Y
My Profile

jour account:

~

1. AIM 101.4001 - Intro To Mydss
= Alternative Formats: Your book, Writing Guide, is ready for download.

v

Addiional Accommaodation
Request Form

My Maibex (Sant E-Mails)

v

LIST ACCOMMODATIONS FOR FALL 2022

¥ My Accommodations )
Refine Search Result: | Search All v

> My Eligibility
» List Accommodations | Refino, Seouck
> Alternative Testing
evous Term Term: Fall 2022 Next. Term
¥ Altemative Formats
> Notetzking Services
> Deaf and Hard of Hearing AIM 101.4001 - Intro To Mydss (CRN: 12345) Modify Request Cancel Request
b Lo Aocsaments Instructor(s): Not Specified

Days and Time(s) MVYF at 09:00 AM - 10:00 AM

Number of 2aquipment P
G St X e Gt e Date Range(s): 08/11/2022 - 08/31/2023

our profie: 1. Location(s): Not Specified (Campus: WEB)

Figure 8 Alternative Formats Link
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Under the List Books Currently Being Processed For (specified semester) section,
in the Status column, click the Download Book button.

Welcome | MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

1{"d Western Nevada College

Home » My Dashboard » Alternative Formats

ALTERNATIVE FORMATS

l Back to My Profile ‘

Previous Term Term: Fall 2022 Next Term

ALTERNATIVE FORMATS PREFERENCE

¥ My Dashboard
Current: Not Avallable
> My Profile £
Note: If vou need to make any changes with the current request, please contact our office as soon as possible.
> Additional Accommodation
Request Form
» My Mallbox (Sent E-Maks) LISTBOOKS CURRENTLY BEING PROCESSED FOR FALL 2022

Note: If you do not need 2 book from 2 particular dass or you would like to add additional baoks or select different format, please notify our office as soon as possible.

EEEEE ok Tae [T | | s

> My Eligibility Completed
Waiting for Recelpt
RCP

¥ List Accommodations AIM 101 4001 Book Title (ISBN: NG74FKLDUVUVE) Yes

> Aternatve Tesong [Custom - Not Listed]
> Alternative Formats onmad

> Notetzking Services Pfo‘éecs;“‘g

» Deaf and Hard of Hearing AIM 101 4001 Writing Guide (ISBN: FZNLENC2HXBMT) Yes [Custom - ot Listed]

Figure 9 Alternative Formats Preference and Processing Page

If you have any questions or need assistance please contact the WNC Disability
Support Services Office at 775-445-3281.





