Intercampus Sharing of E-Text Procedures

For specific “how tos” refer to the Help link.

For Student Eligibility:

1. The student must have a verified disability and registered with disability services office.

2. The disability must specifically prevent access to standard print material.

3. The material must be required for a course in which he/she is registered or enrolled.

4. The student must purchase the textbook prior to receiving the alternate media or the institution/organization has purchased the textbook on behalf of the student.  Documentation of purchase is recommended. 

5. The student must sign an agreement to not misuse, duplicate or distribute the 

e-text. 

For the Requesting Campus:

1. Ensure that the steps for student eligibility are properly documented and on file. 

2. For a successful search, the Database allows the staff member to hit a button (“Request this Title” to send an automatic email request for the title to the campus contact person holding the e-text.  

3. The Database will also allow the requestor and the sender to communicate and log that communication. 

4. Upon receipt of the e-text file from the sending campus, log in the CSU Alternate Media Database that the e-text has been received.

5. If edits were made to the file or if the file is converted to a different format, add a new entry into the database with information regarding the edited version and fill in the comment area as to what edits were made.

6. In general, the campus will not keep a copy, unless additional editing or a format conversion is done to the file.  

7. If a copy is made, ensure the secure storage of the e-text file.

For the Sending Campus:

1.  Respond with anticipated date of transmission to e-text requests within 3 business days.

2.  When file is sent, update the CSU Alternate Media Database with sent date. 
3.  Files can be burned onto a CD and sent by mail.  Files may also be sent digitally via the Digital Drop Box function within the database. 

4.  If files are sent digitally, make sure that the file is free from virus by following the procedures outlined in the section under Ensuring a Virus Free File (Mark’s writeup linked) 

