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A. Starting point
Creating a pipeline for alternative text production will serve to streamline the process of selecting the appropriate production format for alternative text and creating a workflow with links to HOW-TO GUIDES for easy access to actual production steps.
1. Student intake
a. Intake Form - paper
b. Electronic  intake

2. Determine disability  + need for alt-text
a. Who uses alt-format text?
i. Visual disabilities (low vision, blindness, color blindness)
ii. Mobility impairment (paralysis, tremors, weakness)
iii. Learning disabilities (processing disorders, dyslexia/dyscalculia, learning disorders, ADHD) 

b. Identify appropriate format for alt-text
i. Blind – Braille, refreshable Braille, screen reader (JAWS/NVDA) - .brf
ii. Low Vision – large print, expandable size text 
iii. Colorblindness – possible descriptive text and a key for describing link to learning outcome
iv. Mobility Impairments – portable print or portable text
v. Learning Disabilities – TTS formatting, screen masking 

3. OS platform student uses
a. iOS
b. Windows
B. First Platform
1. Set the process of requesting books
a. By student to DSS
i. Alt Text Request form example from Rutgers: https://webapps.rutgers.edu/student-ods/Forms/AFT_NonRutgers
ii. https://screenshots.firefox.com/uDgu84F3Pw1OSMWz/webapps.rutgers.edu
iii. Paper form – useful for tracking - (Susan)

2. DSS request to  publisher or other online source
a. How to research & clarify info on book (Susan)
i. Amazon

b. How to find a publisher (Susan)
i. Use Publisher Lookup
ii. Google

c. Bookshare
i. devices supported by Bookshare 

d. Access Text Network
i. Book Finder
ii. Publisher (ATN Member) Lookup
iii. American Printing House for the Blind
iv. APH Tactile Graphics library

e. Learning Ally (formerly Recordings for the Blind and Dyslexic) 

f. Bibliovault 

g. Publisher Contacts – direct request (Susan)
i. Email
ii. Forms for Oxford and Taylor & Francis
iii. Publisher list from University of Colorado Boulder

3. Set the process for book production
a. Using a database
i. Creating your own (Susan)
ii. Use electronic database such as AIM to track Alt Text Production
iii. Purchasing a database management system for disability services. AHEAD comparison of DB management systems for DSS offices:
a. AHEAD comparison of DB management systems 
b. 
b. Tracking  from request to delivery 
i. paper tracking (Susan - form and spreadsheet)
ii. electronic tracking (wink) AIM Electronic Alternative Text Tracking

c. Timeline for production (Susan)
i. Books - on a case by case basis
ii. Handouts/Articles (Susan to show tracking form) 

4. Set the process for saving/cataloging completed books  (Susan)
a. File storage
b. File management
c. File retrieval
d. File archiving

5. Set the process for delivery (We need to talk to everyone about how they should not cheap out, or not be willing to pay for these services.  Talk a bit about how to ask for funding.)
a. Filehosting
i. Dropbox

b. FTP transfer
i. Filezilla (free) 
ii. Citrix (subscription, billed annually)
iii. Other FTP software to consider 

c. Dropbox alternatives
i. PC Cloud 
ii. Google Drive
iii. Box Online Cloud Storage
iv. MS One Drive
v. MediaFire (file size limits)
vi. Hightail
vii. SugarSync

d. ZIP file attachment

e. Campus-based file transfer service (supported by IT)

f. Flash drive/portable device directly to student
C. Second Platform: Desired output format – Where the pipelines diverge
1. AUDIO – Students who want or need the portability of books in audio format, or who want to read from the textbook or written material while listening. Student is taught to create audio files themselves. All of these programs allow you to change voices, speed, pitch, etc. to get a customized experience. 
a. Converting MSW or plain text to audio using
i. CAR (Central Access Reader)
ii. Balabolka 
iii. Kurzweil 3000 PDF to Audio
iv. Read &Write Gold PDF to Audio
v. Natural Reader

b. E-PUB – how to convert an MSWord or PDF document to E-Pub - include on resource list.
i. Calibre MSWord or PDF to E-Pub 
a. Step by step guide 
1. Calibre Tutorial
2. Creating a Navigable TOC in Calibre
3. Step by Step Conversion Guide

b. Epub accessibility checker: Ace Accessibility Checker 

ii. Open Educational Resource (OER) e-pub books with Open Office (Calibre)

iii. Online Convert: resource for students. A web-based option to convert a variety of file types, from PDF to e-Pub, plus audio, video, image, document, e-book, archive and hash generator conversions.
iv. 
c. KESI (Kurzweil)  
i. https://www.hws.edu/itservices/pdf/Kurzweil_Student_BasicUse.pdfhttps://www.hws.edu/itservices/pdf/Kurzweil_Student_BasicUse.pdf
ii. Quick Reference Guide for Windows
iii. Quick Reference Guide for iOS

d. Read & Write Gold
i. Read & Write Gold 
a. if you use Read&Write for Windows or Mac, you can use the Scan feature on the toolbar to OCR a PDF. You can select an existing PDF you’ve saved on your computer, OCR it, and then either replace it or save the new, accessible version in another location. You can even connect a scanner or digital camera to your computer, and OCR textbook pages or handouts right into an accessible PDF format. Then you’ll be ready to read the PDF using either the Read&Write PDF viewer or PDFAloud in Adobe.
b. 
ii. Students can use Snapverter if they are Google users: 
a. [bookmark: _gjdgxs]If you’re a Google user and store your documents and files in Google Drive, then Texthelp’s Snapverter is another option for you. This Chrome app integrates with your Google Drive, creating a special set of Snapverter folders in your Drive account. Just drag and drop an inaccessible PDF or image into the “Drop here” folder, and after a few minutes an accessible version of that PDF will appear in your “Finished” folder.
STOP!! – Break for lunch

e. Word (assumption is we are using either a scanned or publisher-provided PDF)
i. Simple conversion using ABBYY FineReader – EVERYTHING you need to know!
ii. Simple Conversion using Omnipage (Quick-Convert) (go to page 15)
iii. Complex instructions for Omnipage - for poorly-scanned (ugly) documents. 
iv. Output can be:
a. Text – .rtf
b. ASCII Text - .txt
c. Word - .doc or .docx
d. Excel
e. Html

v. The resulting files still need to then be remediated to create completely accessible files.  i.e. in a Word file, the application of styles, including alt-text description of images, etc. These files should be readable by all students, including those using screen readers (JAWS, NVDA)

vi. Creating accessible MS Word documents:
a. http://www.washington.edu/accessibility/documents/word/
b. https://support.office.com/en-us/article/Make-your-Word-documents-accessible-d9bf3683-87ac-47ea-b91a-78dcacb3c66d


f. Additional outputs
iv. From PDF to DAISY Talking Books (MS Word will work with a Daisy Pipeline Plug-in)
a. Download the add-in from Open XML to DAISY XML Translator add-in for Word
b. Download the DaisyPlayer

v. Braille – DBT (Duxbury Translator) 

vi. Tactile Graphics - Adobe Illustrator & printing to Tiger Braille Embosser
 Tactile Graphics from Georgia Tech

g. Creating Math-enabled Word files (Word file should already have been created using the PDF-to-Word steps listed above, including adding of styles, etc.)
i. MS Word with MathType and MathPlayer
a. Tutorial/Manual for MathType

ii. Converting MSWord Equation Editor math to MathType

iii. . LaTeX – Convert from MathType in MS Word LaTeX

iv. Central Access Reader (CAR)
Central Access Reader (CAR) is free, open source, text-to- speech application designed specifically for students with print-related disabilities.  CAR reads Word Docs and pasted text using the voice installed on your computer. This includes the ability to read math documents based on the library you select; this means you can tailor it to read statistics, logic, calculus, and more. It can also convert Word documents into HTML and MP3 files. CAR has an intuitive interface and many customizable features. CAR is compatible with the Windows OS only at present.
a. CAR Check tool bar used for editing a MS Word document created with MathType
a. CAR Check Demo
b. Central Access Reader used for “proof listening,” correcting & exporting files as TTS, Audio, converting to LaTeX, Math ML and Nemeth Braille (Duxbury required)
c. CAR – Central Access Reader demo
d. CAT Toolbar

v. LeanMath - MS Word with MathML or equations using LEAN Math  - LeanIn is an overlay of objects that are created with MathType.  Window Eyes can read math in the correct order on a file that has been LEANed. 
1. LeanMath User Manual: http://www.access2science.com/mathml/LEANMath_Manual.html
2. LEAN Math Editor, shareable link: https://tinyurl.com/LEANMathEditor 
3. Tutorial, shareable link:  https://tinyurl.com/LEANMathTutorial

vi. Proofing math
a. listening with NVDA 
b. Proofreading & Editing MathType equations using CAR Check and Central Access Reader Central Access Toolbar.

vii. Converting to Nemeth Braille using Duxbury
a. Save as .BRF file 
b. Send to embosser

viii. Many more resources for producing math content
1. Math workflow tools
2. Math Player
3. Math Flow - MathFlow™ [from Design Science] is our family of products providing editing, display, and accessibility of mathematical notation for websites, applications, and services. MathFlow components are widely used in education, publishing, and enterprise solutions, as well as commercial products. The technology at the heart of MathFlow is MathML, the XML standard for representing mathematical notation.

6. Accessible Technology with Chemistry Support
a. CHEM4Word – A plug in for MS Word to create Chemical equations, formulas etc.
b. The CHEM4Word system is an example of an integrated chemistry and text editor, where the result is held completely in XML. The code is all Open and it will be technically possible to port most of the functionality to OpenOffice. In many cases the document will be created by automated aggregation and editing of components, of which CML will be one. Thus, for example, XML stylesheets could be used to include CML into documents conforming to the NLM-DTD.
c. Chemistry Plugin for Word 
d. b. Currently there is no TTS reader specifically for chemistry. NVDA will read CML with MathPlayer installed if CHM is composed in MSW with MathType.

7. In house vs. outsourced production
a. OTHER Resources 
vii. Braille: https://www.tbase.com/braille-textbooks/
viii. Audio Description for videos:
a. WGBH 
b. 3-Play Media 
c. Audio Description Project from American Council for the Blind
ix. Making images accessible:
a. http://www.washington.edu/accessibility/checklist/images/ 

x. Making Online Courses Accessible:
a. https://www.pcc.edu/resources/instructional-support/access/documents/OnlineAccessibilityHandbook-loRes.pdf

xi. Creating accessible PDFs Using Adobe Acrobat Pro:
a. https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
b. Karlen Communications
c. http://www.adobe.com/accessibility/products/acrobat/training.html 



8. Contact:
[bookmark: _30j0zll]
Wink Harner, Adaptive Technology Consulting and Training, The Foreign Type, Professor of Assistive Technology at CUNY. foreigntype@gmail.com, 480-984-0034
Susan Kelmer, Alternate Format Production Program Manager, CU Boulder, Susan.Kelmer@Colorado.edu, 303-735-4836


