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Steps to Request Alternative Formats 

Step 1: Log into the DRC Student Portal 

• Go to the DRC Portal and sign in using your linkblue credentials. 
• Read and acknowledge the DRC Alternative Formats Copyright Agreement e-

Form. 

Step 2: Request Accommodations for Your Course(s) 

• Select the current term and courses for which you need accommodations. 
• Be sure to check the box for Alternate Text Materials or Braille. 
• Submit your accommodation requests. 

Step 3: Access the Alternative Formats Module 

• On the left-hand side menu, select Alternative Formats under the 
Accommodations section. 
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Step 4: Choose Preferred Format

• Select your preferred format from the drop-down menu in the Alternative
Formats Preference section and select Update Preference.

Step 5: Provide Course Material Information

• Confirm that the appropriate term is selected before proceeding.
• Navigate to the My Requests section.
• Select Review Requests or Add Books.

• Books available for a course will be displayed in the Request Alternative
Formats section.

• Choose Select to submit your book request for the course listed. The book will 
be added to your book request list. 
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Step 6 (Optional): Request Additional Book or Reading Material 

If a textbook or required book was not listed for a course from the bookstore, you can 
input specific book information manually in the Enter Book or Reading Materials 
section. 

• In the Reading Material box, select the course associated with your book 
request from the drop-down menu. 

• Enter all required book information: Title, ISBN, Publisher, Author, Edition 
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* To request supplemental course materials—such as readings posted on Canvas or 
journal articles—in an alternative format, use the Custom Request section. 

• In the Enter Book or Reading Materials section, select the course associated 
with your custom request from the drop-down menu in the Reading Material 
box. 

• Enter the Reading Material Title, i.e., title of article, etc. 
• Select Submit Request to proceed to the Custom Request upload interface. 
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• In the File Information section, select Choose File to select the document you
wish to upload.

• Select File Upload to complete the custom submission.

Step 7: Upload Proof of Ownership/Purchase

• Students must provide proof of purchase or ownership before books can be
converted.

• After you have entered your book information a new Receipt Needed box will
appear within your Alternative Formats module.

• Select Upload Receipt
• In the Receipt Detail box, select Choose File to upload your receipt (PDF,

image, or screenshot).
• Select the course the receipt is for.
• Select Upload Receipt
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Step 8: Alternative Formats Overview

Students can view a snapshot of their alternative format requests, with quick-access 
buttons to take any necessary action: 

• Download Books: Displays the number of books currently available for
download.

• Receipts Needed: Shows how many book requests are still missing proof of
purchase. Selecting “Upload Receipts” opens the Upload Receipts tab to submit
ownership documentation.
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• Accommodation Requests: Indicates how many requests are missing book
details and the total number of accommodation requests submitted. Selecting
“Review or Cancel Requests” opens the Request tab with all requests visible.

• Request Status: Displays the total number of book requests and how many
have been completed. Selecting “Review Requests or Add Books” takes you to
the Request tab showing all current requests.

Turnaround Time for Alternative Format Requests

Processing times may vary based on several factors, including when the request is 
submitted (before or during the term), the type of material requested, and the 
availability. While we make every effort to fulfill requests within a reasonable timeframe, 
please note that these factors may result in delays. The standard turnaround time is up 
to two weeks from the date all required information, including proof of purchase, is 
received. 

Need help? Contact the Disability Resource Center—we’re here to assist you. 
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