Instructions for Students
Requesting Alternative Materials:
The Accessible Education Center offers a service in which students can request that materials from their courses be converted into a more accessible format. The request is received by our Accessible Technology Department, who can then begin work on converting the materials. It is important to note that this can be a lengthy process, so students are advised to submit their requests sooner rather than later. It should also be noted that if you require testing materials converted, please discuss with your instructor.
1. Log in to AEC Connect with your DuckID and password. This will take you to your Dashboard.
2. Find the box titled “Accommodations” on the left side of the page.
3. Click "Alternative Formats".
[image: A screenshot of the homepage for AEC Connect with a blue box around the "Alternative Formats" tab.]
4. In the top right corner, click on "Requests".
[image: A screenshot of the Alternative Formats page for AEC Connect with a blue box around the "Requests" tab.]
5. Scroll down until you find a box labeled "Reading Materials"
[image: A screenshot of the Alternative Formats page for AEC Connect, showing a box for entering a book or reading material. There is a blue box around "Reading Material" and "Submit Request".]
6. Select the class from the drop-down menu, and add the Reading Material title, ISBN (If applicable), Publisher (if applicable), Author (if applicable), Edition (if applicable), and any Notes.
7. Hit 'Upload Document' in the 'Form Submission' box below.
8. If you submitted a book that you purchased, return to the Alternative Format Page. In the top right corner, click on "Upload Receipt".[image: A screenshot of the Alternative Formats page for AEC Connect with a blue box around the "Upload Receipt" tab.]
9. Scroll down until you see a box labeled "Receipt Detail".
[image: A screenshot of the Alternative Formats page for AEC Connect, showing a box for entering a a receipt. There is a blue box around "Receipt Detail" and "Upload Request".]
10. Upload the receipt, select which class the receipt is for, and hit submit.
image5.png
RECEIPT DETAIL

Select File*: @

Choose File | No file chosen

Select Courses the receipt s for *:

Hint: You are required to make a minimum of 1 selections

DEMO 101.101 - DEMO CLASS

FAKE 101.101 - FAKE CLASS 101

FAKE 108.108 - DEMO CLASS 2

o000

TRIAL111.111-TRIAL 111

Note:

FORM SUBMISSION

UPLOAD RECEIPT >





image1.png
UNIVERSITY OF

| OREGON

OVERVIEW

LOGIN AS USER

BACKTO MY PROFILE >

MY DASHBOARD

> Overview
> Announcements

> Equipment

> Information Release Consents
> Login and Security

> My Appointments

> My Files

> My Eligibility
> My E-Form Agreements

> My Mailbox (Sent Emails)

ACCOMMODATIONS

> List Requests

> Alternative Testing

> Alternative Formats

> Video Captioning

Accessible
Education Center

[R) » MYDASHBOARD » OVERVIEW

Accommodation Requests
SUMMER QUARTER/SUMMER LAW 2024

4

Number of Requests Add Requests

View Request Detail

List of Accommodation Requests:

- DEMO 101.101 - DEMO CLASS (CRN:
000008)

- FAKE 101.101 - FAKE CLASS 101
(CRN: 000000)

- FAKE 108.108 - DEMO CLASS 2
(CRN: 000006)

YOURTO DO LIST

View your To Do items for the term below!




image2.png
UNIVERSITY OF | Accessible

‘OREGON Education Center

ALTERNATIVE FORMATS
LOGIN AS USER }[ » MY DASHBOARD » ALTERNATIVE FORMATS
OVERVIEW REQUESTS
IMPORTANT MESSAGE
MY DASHBOARD
‘Welcome to the Alternative Format Module!
> Overview

UPLOAD RECEIPT

Please submit requests for course material to be converted into an accessible format below.

> Announcements
> Equipment
Previous Term Term: Summer Quarter/Summer Law 2024

> Information Release Consents
> Login and Security
> My Appoints ts

" Appolntments mT ALTERNATIVE FORMATS PREFERENCE
> My Files
> My Eligibility
> My E-Form Agreements REQUEST SUMMARY

> My Mailbox (Sent Emails)

ACCOMMODATIONS RECEIPTS NEEDED

> List Requests
> Alternative Testing

> Alternative Formats 2

> Video Captioning
Requests with Missing Receipts

Next Term




image3.png
ENTER BOOK OR READING MATERIALS FOR SUMMER QUARTER/SUMMER LAW 2024

READING MATERIAL

Select Class*

[ selectone |

Reading Material Title *

ISBN: @

L]

Publisher:

Author:

Edition:

Note:

FORM SUBMISSION

SUBMIT REQUEST >





image4.png
UNIVERSITY OF | Accessible

‘OREGON Education Center

ALTERNATIVE FORMATS
LOGIN AS USER }[ » MY DASHBOARD » ALTERNATIVE FORMATS
REQUESTS UPLOAD RECEIPT
IMPORTANT MESSAGE
MY DASHBOARD
‘Welcome to the Alternative Format Module!
> Overview

Please submit requests for course material to be converted into an accessible format below.
> Announcements

> Equipment
Previous Term Term: Summer Quarter/Summer Law 2024 Next Term

> Information Release Consents
> Login and Security
> My Appoints ts

" Appolntments mT ALTERNATIVE FORMATS PREFERENCE v
> My Files
> My Eligibility
> My E-Form Agreements REQUEST SUMMARY

> My Mailbox (Sent Emails)

ACCOMMODATIONS RECEIPTS NEEDED

> List Requests
> Alternative Testing

> Alternative Formats 2

> Video Captioning
Requests with Missing Receipts




